SEP 16 i902 - September 1952 


SUS. ADM. 
LIBRARY 







Management 











SOLUTIONS TO PROCEDYU 


PRACTICAL M S 


Era, 








RAL PROBLE 


4 


How to reduce your office staff 


x** 


Death in the business family 
x**wR 


Practical tips about color 











What do your customers think of your office? 


600D metal business 
furniture is @ 
CO00D investment 





©GF Co, 1952 


MODE-MAKER DESKS + GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 


(Circle 468 for more information) 


2 


pooh BUYER is favorably im- 
pressed by a salesman who is 


careless in appearance and manners? 
And who can have confidence in a 
business whose offices are dingy — 
walls dark with age, floor coverings 
worn, lighting dim and furnishings 
shabby? 

But every customer or client likes 
to walk into a well-lighted, pleasant 
office, tastefully decorated and 
equipped with modern GF metal 
business furniture. The favorable im- 
pression created by such an office 
means increased prestige and silent- 
ly promotes good will every hour of 
the business day. 

GF metal business furniture is a 
good investment. Here’s how to figure 
it: First, multiply the number of 
your employees by $30,000. That 
gives you a surprisingly large amount 


1902 


—your minimum fixed expense for 
salaries, floor space and general over- 
head for a ten-year period. 


Now, figure 1% to 2% of this fixed 
expense per employee. That’s all it 
will take for you to completely 
transform your office—redecorate it 
and equip it with the finest metal 
furniture on the market. Such an in- 
vestment will not only bring an im- 
proved return on your fixed expense, 
but will soon pay for itself in greater 
employee productivity, improved 
employee morale and increased cus- 
tomer prestige. 


Lf you want to be proud of your 
office because it functions well, costs 
less to operate and looks attractive 
to your customers, just call your 
local GF distributor. Or write The 
General Fireproofing Company, 
Dept. M-9, Youngstown 1, Ohio. 
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FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 








EXTINCT 


Evolution 


Passed Him By 


In spite of his size and strength, the dinosam 
wasn’t able to keep up with progress. 

Many a burgeoning business has fallen to its 
competitors for much the same reason. For 
IDEAS—fresh new ideas—are the life blood of 
every competitive enterprise. 

METHODS is designed to produce ideas. It 
can't hope to give you all the answers in the 
limited space available. It can’t possibly per- 
sonalize al! of its items so they exactly answer 
your specific needs. But it can start good think- 
ing. 

So, before you consign a money-making 
thought to desk-drawer oblivion, why not make 
one of these two easy-to-do choices: 

1, Use the handy Reader Reply Card (postage 
paid), bound into every issue of METHOps, for 
more information. 

2. Phone your local specialist in business equip- 
ment and ask him to show you the tools that 
can convert METHODs’ ideas into money-saving 
systems. 

In these days of high costs, high taxes, and 
clerical shortages—all adding to your heavy 
load of management problems—you need help- 
ful information on: Ways to improve manage- 
ment efficiency — Methods to increase clerical 
productivity — Knowledge of time producing 
equipment—If you value your time and your 
company’s money, if you want to increase your 
own and your employee productivity — here’s 


help! 





WANT TO ORDER METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 
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‘The case that baffled an entire hospital! 


Patients discharged in the pink were leaving this 
Connecticut hospital in the red. 


The patients recovered, but the hospital was having 
a hard time recovering costs from insurance and 
welfare agents. Close to 90% of hospital revenues 
today comes from these “third party” agents. They 
require positive proof of costs. 

Total recovery of patient costs called for accurate 
accounting of these costs. And that called for busi- 
nesslike record-keeping methods. 


McBee had the answer for the Connecticut hospital— 
and for scores of other hospitals suffering from ill- 
kept records: Keysort Charge Tickets — cards with 
pre-coded holes along the edges. When notched, the 
marginal holes made it easy to collect the facts on 
each patient... classify them... file them... find 











them...use them... quickly and accurately. 


For hospitals, as for business firms in almost every 
field, Keysort cards and machines provide complete 
cost-control information more economically than 
any other method. 


No special personnel is required to operate Keysort 
methods, no costly installations or major procedural 
changes are necessary. With simple, flexible Keysort 
cards and machines, any executive can keep his 
fingers on the pulse of his entire operation. 

No wonder McBee sales have multiplied tenfold in 
just a few short years. 

There is a McBee representative near you, trained 
to advise you frankly whether or not McBee can 
help you. Ask him to drop in. Or write us. 





THE Mc BEE 
COMPANY 


The Marginally Punched Card 
295 Madison Ave., New York 17, 


Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 


(Circle 463 for more information) 
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STAPLES ataTOUCH of the PAPER 


What the sewing machine did for sewing, the Bates Etectric 


StapPLer does for stapling. A touch of the paper and the Bates 


E.ectric makes its own rustless brass staple from a spool of wire 


..- “shoots” it quick as a wink... securely fastens up to 20 sheets 


of medium weight paper. Say goodbye to tiring, time-wasting 


manual stapling . . . speed up the job with a Bates Etectric. 


Clip the coupon for full information. 


@ 5000 shots with one loading 


@ Smaller than a typewriter... only 27 Ibs. 





The Bates Manufacturing Co., Orange, W. J. © N.Y. Offices, 32 Vesey St. 


Bates Numbering Staplers Perforators 
Machines List Finders Eyeleters, etc. 


Extremely quiet 
Rubber“ toes” prevent damage to desks 
Tested for 4 years ... hundreds in use 


110-120 AC motor drive... 
hair trigger switch 
Saves time and trouble... 


actually pays for itself in a short time 


Approved by National Board 
of Fire Underwriters 


THE BATES MFG. CO., 34 Vesey St., New York 7, N. Y. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER. 


Companiy................ 
PONE venceossestsarcsers , 


My stationer is........... 
Address............... 


Positions... sists 





(Circle 481 for more 


information) 








PROS AND CONS 


Dear Mr. Editor: 

In your November 1951 issue you pub 
lished an article called Your Office is 
Overstaffed, on Page 22. 


fine article, and many points brought out 


This was a very 


are most pertinent. 

But—on Page 23 data is given) which 
we feel is not fair to the goal you have 
set up for your magazine. 

The article names SorterGral, a reg- 
istered ‘Trade Name, as the slowest and 
most costly method of sorting. We feel 
that a very erroneous impression is being 
given your readers, as SorterGraf cannot 
be compared on a practical basis with any 
of the methods shown, except to show 


a much more efficient result. 


For example, let us take a hypothetical 
case of sorting 10,000 papers as per the 
Classification No. 12 shown on Page 22 
of the article. Compare the figures shown 
for a table desk sort and SorterGraf. The 
article states that a table desk sort takes 
00040 Man Hours per paper as against 
00060 Man Hours per paper sorted by 
SorterGraf. 

Anyone who has experience knows that 
10,000 papers cannot be completed in 
one sort to fine sequence on a Table 
Desk Sort. In fact, it may take anywhere 
from two to ten separate sorts to complete 
the job, depending on the sequence re 
quired, 

This means that instead of 10,000 papers 
they will handle 20,000 to 100,000 papers 
to complete the sort to the sequence re 
quired. This takes time. 

Now the fact not pointed out in this 
article is that the SorterGraf does com 
plete the sort in one handling only of 
the 10,000 papers. This comparison is 
true for every one of the different sorting 
methods shown in your article. 

The true picture then 1s that Sorter- 
Graf completes the sorting job on 10, 
000 papers to fine sequence in .00060 Man 
Hours per paper, whereas the various 
methods compared may take from .00080 


TO THE EDITOR 


to .00400 Man Hours per paper sorted, ce¢ 
pending upon the sequence required. 

We feel that it is only fair to you 
magazine and to us to bring this matter 
to your attention. 

D.. .D. Yuu 

General Sales Manage) 
The SorterGraf Co. 
Detroit 9, Michigan 


Dear Mr. Editor: 

In your article entitled “How ‘Vo File 
Big ‘Things’ a plastic clip is mentioned. 
I suppose this refers to Cello-Clip. Cello 
Clip is not a plastic clip but rather it is 
a sturdy fabric clip with a cellophane 
stiffener in the top part of the hinge. 
The article states that this horizontal 
method of filing will take larger drawings 
than either of the other systems men- 
tioned. ‘The Cello-Clip method of verti- 
cal filing can handle drawings up te 130”. 

W. KEsLEY DOWNING 
Sales Promotion Mer. 
The Globe-Werniche Co. 
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WHAT ARE 
THOUGHT STARTERS 
AND 
HOW MUCH 
ARE 
THEY WORTH? 
SEE PAGE 32 
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SECURING EXECUTIVE DECI- 
SION IS SUBJECT ON THE 
SYSTEMS AND PROCEDURES 


ASSOCIATION AGENDA 


Are top management 

men reluctant to o.k. methods changes? 
The Systems and Procedures Associ- 
ation of America says “Yes!’’ and are 
sufficiently concerned with the problem 
to give it major attention at their forth- 
coming fifth Annual 
Meeting this October. 


International 


“The average management man,” 
says SPA, “is afraid he'll upset the ap- 
plecart by changing something that ap- 
pears to be working well. Thus, po- 
tential economies of major size are 
often never realized.” 

For example, take the case of a new 
invoicing system recommended to man- 
agement by its methods staff. ‘The old 
system is cost heavy. It’s slow. But, 
the boss says to himself, 7t works. If it 
wasn’t working, we would have been 
out of business years ago. Let’s wait 
and see. 

The new system, though not adopt- 
ed, is seldom killed outright. Rather, 
management bucks the issue down- 
ward. He asks departmental heads to 
comment, perhaps. These men, faced 
with the unpleasant task of guessing 
what’s in the boss’ mind, avoid direct 
action. Ultimately, middle manage- 
ment ends up being blamed for failing 
to make decisions that are the responsi- 
bility of top management itself. 
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How to break the bottleneck 

The problem stated above will be 
approached in a Top Management 
Round Table at the SPA meeting. The 
discussion will be led by Mr. J. B. 
Joynt, manager of the Administrative 
Engineering Department of American 
Enka Corporation. 

By and large, the rest of the three 
day meeting will be devoted to more 
specific methods subjects. An outline 
of the program is shown below. SPA 
will present responsible operating ex- 
ecutives who are qualified to handle 
each of the subjects selected. 

The Systems and Procedures Associa- 
tion of America is a select group of 
qualified methods men, organized on 
an international basis with 20 chapters. 
Its roster includes the names of most of 


the “blue chip” companies as well as 
numerous small progressive firms in al- 
most every field of activity. To be- 
come a member an individual must be 
primarily engaged in systems and pro- 
cedures work in a professional capacity. 

The Annual Meeting, at the Roose- 
velt Hotel in New York City, will be 
held on October 20th, 21st and 22nd. 
It is not necessary to be a member to 
attend the Meeting. Registration fees 
are nominal, $30.00 for members, 
$35.00 for nonmembers, including sev- 
eral meals, for the entire three days. 

Further information regarding the 
program, speakers and registration may 
be obtained by writing to Mr. E. C. 
Jennings, c/o Esso Standard Oil Com- 
pany, 500 North Broad Street, Eliza- 
beth, New Jersey. 





PROGRAM 


Fifth Annual International Systems Meeting 
Systems and Procedures Association of America 


October 20, 1952 


9:00 a.m. Registration 
10:00 to 11:00 a.m. 

11:00 to 12:00 noon 

12:30 p.m. Luncheon 
2:00 to 3:00 p.m. 


Centralized Control of Multi-Plant Accounting 
Tomorrow's Quality Standards For Office Work 


A Simplified Forms Program 


Control of Repair and Maintenance 


3:00 to 4:00 p.m. 


The How and the Why of Measuring Clerical Work 


Some Practica! Methods of Production Control 


4:00 to 5:00 p.m. 


Controllin 
Inbound 


Usage of Punch Card Machines 
aterials and their Control 


October 21, 1952 


9:00 to 10:00 a.m. 


A Practical Approach to Work Simplification 


How We Handle the Payroll 


10:00 to 11:00 a.m. 
11:00 to 12:00 noon 


Training Systems People 
Strip mag wate iy 
A Key to Simpiifi 


ed Filing 


How to Manage Inventory 


12:30 p.m. 
2:00 to 4:30 p.m. 
7:00 p.m. 


Luncheon 
Round Table: Top Management and Its Systems Needs 
Cocktail Party, Buffet Supper 


Informal Industry Critiques 


October 22, 1952 


9:00 to 10:00 a.m. 
10:00 to 11:00 a.m. 
11:00 to 12:00 noon 
12:30 p.m. 


Setting Up a Model Systems Department 
Selling the Completed Project 

Systems and Procedures in the Control of Fraud 
Luncheon 
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Just rent our 
Statistical Dept. 
hy the hour! 


No need for important operating 
figures to get log-jammed in your 
offices. 


Let us compile and analyze your 
figures for you on high-speed 
punched card machines. This will 
save you money too, since you 
will be paying only for the time 
it takes to do your work. 


We can do your sales analyses, 
price studies, expense distributions 
. . + practically any kind of ac- 
counting or statistical tabulations. 


Why not get further details now? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO 2 BOSTON © DETROIT 
MONTREAL * TORONTO 
100 Sixth Ave., New York 13, N. Y. 


(Circle 473 for more information) 
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How much does 


a Pension Plan 
Cost? 


There’s no easy answer to that one. 
It depends on too many variables 

on the company concerned 
and benefits sought . . . on the age 
of employees, the type of plan. 

But you don’t need an actuary 
to point out that increased income 
from any pension fund automat- 
ically means lower costs or greater 
benefits—and sometimes both! 

So perhaps that explains the in- 
creasing attraction of trusteed 
plans for so many companies . . 
why many of them have come to 
us for help in realizing a more 
satisfactory return on their in- 
vested funds. 

Not that we’re pension plan 
experts... 

Or trust fund administrators, 
either. 

But over the years, our Research 
Department has been asked to 
pass on the merits of thousands of 
different portfolios .. . 

To comment on_ individual 
securities ... 


To make sensible suggestions 
aimed at increasing yield—with- 
out impairing stability. 

As a matter of policy, we make 
no charge for this service, either. 
If you'd like to know what we 
think of any portfolio that inter- 
ests you, just write—in confidence 
of course—to John F. Sullivan, 
Partner— 





MERRILL LYNCH, 
PIERCE, FENNER & BEANE 


70 Pine Street, New York 5, N. Y. 
Offices in 101 Cities 
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How to keep an ‘Idea File 





SEEN SABE 
All experts 


agree that 


it is bad filing practice to keep records 
in desk drawers or desk-guide files. 
Some companies, in their enthusiasm 
for discouraging this universal practice, 
provide executives with tables in lieu 
of desks, so that they have no cubby- 
holes in which to “squirrel” away their 
favorite papers. But let’s face it, the 
deskless executive soon requests a file 
cabinet in which he files more papers 
than his desk can possibly house. 

In scores of companies surveyed by 
the National 
Council, not one executive office failed 


Records Management 
to disclose at least a cubic foot of “per- 
sonal” papers; and this, I am free to ad- 
mit, includes every officer in the Na- 
tional Records Management Council. 

Although personal files are not con- 
doned, it is something short of realistic 
to legislate against them. How, then, 
shall we control them? The best way is 
to organize the company files to give 
superior service so that they will attract 
all official papers. 
be weeded of 


Desk files will soon 
copies if the official 
file can produce the original almost as 


fast. 


What Goes Into a Desk-Side File? 


The desk file should be limited to 
bona fide personal papers that have 
with the 


nothing to de company’s 


transactions, and should contain noth- 
ing another person in the company 
This would include per- 
sonal activities, such as participation in 


might need. 


association and club memberships, and 
an idea file. 

METHODS has received countless re- 
The 
most complete solution is to index your 


quests on how to index ideas. 
ideas in a card file with each card show- 
ing where pertinent material is filed. 
But this is unrealistic because it is too 
much work and is rarely kept up—the 
fast. A 


workable solution is to follow the basic 


cards accumulate too more 
premise of any good file and bring like 


things together. 


Here's a Typical Case 

A Personnel Manager, for example, 
may be considering several employee 
plans and benefits. All the ideas and 
literature he gets is put in the “Plans 
and Benefits” folder. He makes a sub- 
sidiary folder on “Credit Unions,” for 
example, only when he has accumu- 
lated enough data to warrant a sepa- 
rate folder. In the basic “Plans and 
Benefits” folder he may also have data 
insurance vacation 


on group plans, 


plans, discount plans, etc. But he does 
not make a folder for these until he has 
accumulated much more data. 

Most folders 


files have too many 


EVERY EXECUTIVE FEELS HE 


NEEDS A PERSONAL FILE—HERE'S 


HELP ON HOW TO MAINTAIN IT 


by Elizabeth C. Devereux 
Assistant Vice President 
National Records Management Council 


and therefore too many places to look. 
Note that everything on “Plans” is in 
the same section, rather than Auto Pur- 
and Sug- 
Bringing 
your 


chase plans being under “A” 
gestions Systems under “S.” 

like things restricts 
choices of places to file and therefore to 


together 
find. This is a necessary safeguard. 
The next time anything pertaining to 
Auto Purchase plans comes up, for ex- 
ample, it may be mistakenly put in a 
new folder marked “Car Purchase 
Plans.” 


If It Works, Don't Meddle With It 

The test of any file is “Can you find 
papers in it quickly?” It doesn’t matter 
if it’s filed in a roll top desk by dates, 
by color, or any other way. Jf it works, 
leave it alone! But if, as the numerous 
inquiries to METHODS indicate, your 
desk file is giving you trouble, you may 
want to revise it. 

The illustration (page 7) is a guide 
to setting up personal files for several 
titled executives. It is based on an 
actual desk drawer survey by the Na- 
tional Records Management Council. 
They, of course, do not cover every 
item you may want to file, but they do 
include captions used by many top 
executives, and they _ illustrate the 
principles of sound personal file pat- 
terns. 
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Director of Purchases 
Truck Shipments 


Rail Shipments || _ 
| Air Shipments \ 


if Shipment Expediting 








































P.O. Number Assignment Control 


f Instructions and Manuals 


Consignment Procedure 
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Order Unit 





f| desk Procedure || _ 
Invoice Unit ) 


Control Unit 



























Buying Units 
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Item "A" 


l Emergency Purchases 


Staff meeting notes 
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| Personnel Analysis 


y 
f Forms 
Expense Compensation 
Future Meetings 


Budget — Purchasing Department 
/ Dictation 












































Accounting Procedure 


Proposed Procedures 
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Methods Director 


| Associations 

American Management Associa- 

tion 

National Office Management 


Association 

National Records Management 
Council 

Society for Advancement of 
Management 

Systems & Procedures Associa- 
tion 


Formats 


Administrative Releases 
Flow Charts 

Manuals 

Organization Charts 


Office Equipment— 


new devices 


Studies and Tear-sheets 


Company Organization 
Equipment Control 
Forms Control 

Quality Control 
Records Management 
Reports Control 

Work Simplification 


Pending 


| Current Projects 
| Proposed Projects 


Inventory Procedures 
Invoice Payment 

Penny Elimination 

Sales Report Preparation 


Standards 


Clerical 
Machine 


Workload Studies 


| Department A 


Department B 
Department C 


Office Manager 


Associations 


American Management Associa- 
tion 

Better Business Bureau 
National Office Management 
Association 

Society for Advancement of 
Management 


Building 


Cafeteria 

Conference Room 
Fire Control 

Floor Plans 

Leases 

Pending Construction 
Telephone Directories 


Contributions 


Cancer 
Community Chest 
Red Cross 


Turndowns 


Equipment 


Dictating Machines 
Furniture 

Inventories 

Reproduction Equipment 


Diazo 
Hectograph 
set 
Photostat 
Sale Obsolete Equipment 
Typewriters 


Fixtures 


Electric Fans 
Lighting 
Water Coolers 
Insurance 
Automobile 
Plate Glass 


Maintenance Contracts 


Air Conditioning 
Carpentry 
Electrical 
Elevators 
Exterminators 
Office Cleaning 
Painting 
Plumbing 

Signs 

Window Cleaning 


Procedures 


Chart of Accounts 
Form Letters 
Forms 

Manuals 


Calendars 

Carbon Paper 

Paper 

Towels 

Telephone Directories 


Advertising and/or 
Sales Promotion 


Manager 


Associations 


Chambers of Commerce 
National Sales Executives 
N.1LA.A, 

Advertising Club 


Budgets 


Direct Mail 
Exhibits & Shows 
Media 


Contests—ideas 


Essay 
Jingle 
West Coast 


Direct Mail—ideas 


Blotters 
Form Letters 
Pamphlets 


Exhibits and Shows 


Chicago 
Denver 
New York 


San Francisco 


Giveaways—ideas 


Calendars 
Christmas Cards 
Matches 
Miscellaneous 


Media 
Schedules 


Magazines—National 
| Magazines—Trade 
Newspapers 


Radio 


| Schedules—next year ideas 
Cost-per-inquiry chart 


| Seasonal Promotion 
Christmas 

Easter 

Valentine's Day 


Suppliers 
Engravers 
Paper dealers 
Printers 

Offset 
Letterpress 
| Typographers 


| Tle-tas—=tdees 


Book Stores 
Dealers 
Department Stores 
Grocery Stores 
XYZ company 


Personnel Manager 


| Associations 

| Associations—General 

National Conference Board 

| Personal Management Associa- 
| tion 


‘Government Regulations 


| Fair Employment Practices 
| Fair Labor Standards 
| Selective Service 
Essential Occupations 
Organized Reserve 
Social Security Forms 
Unemployment Insurance 
|Wage Stabilization 
‘Workmen's Compensation 


|Plans and Benefits 


Auto Purchase Plans 
| Credit Union 
Hospitalization Plans 
Retirement Plans 
Suggestion Systems 


Recreation 


Bowling league 
| Christmas Party 
| Golf Tournament 


| Soft Ball Team 


‘Salary and Wages 


| Job Descriptions 

Salary and Wage Scales 
Sick Leave 

Separation Reports 
Vacations 


Agreements 
Proposed Changes 

Grievances 

Seniority Roster 


Miscellaneous 


Advertising—classified 
Employee Handbook 
House Organ material 
Personnel Agencies 

Policy Committee Meetings 





Free booklet shou 38 
lupe Aawved firme ut the office 2 


READ HOW TO SIMPLIFY and speed up office operations 
with the help of the more than 200 types of ‘‘Scotch”’ 
Pressure-Sensitive Tapes! This new booklet is full of tips that 
mean faster work, neater desks and files, reduced waste. 
Use coupon below for your free copy ... send it in today! 





PRICE SCHEDULES, blueprints, 
drawings last indefinitely un- 
der rough handling when 
protected with “Scotch” 
Acetate Fibre Edging Tape. 







PHOTOS, clippings, swatches 
are mounted invisibly with 
‘Scotch”’ No. 666 Double- 
Coated Tape. High-tack ad- 
hesive on both sides. 
many Office uses! 





LEGAL DOCUMENTS, insurance 
policies, other important 
papers require a special long- 
aging tape for mending, at- 
taching riders. Use ‘“‘Scotch”’ 
Acetate Film Tape for this 
exacting job. 


SCOTCH 


Pressure-Sensitive 
Tapes 


s.r 


— 


g 


The term ‘“Scotch’’ and the | 
plaid design are registered | 
trademarks for the more than 


200 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minr. 
—also makers of “‘Scotch’’ Sound Recording Tape, ‘‘Underseal’”” Rubberized Coating, ‘‘Scotchlite’’ Re- 
flective Sheeting, ‘‘Safety-Walk”’ Non-slip Surfacing, ‘‘3M’”’ Abrasives, ‘‘3M’’ Adhesives. General Export: 


FILE CARDS, folders, confiden- 
tial papers are identified in- 
stantly with tabs of colored 
tape. ‘‘Scotch’”’ cellophane 
tape comes in 12 colors to 
simplify coding, pricing, 
identifying by color. 


122 E. 42nd St., New York 17, N. Y. In Canada: London, Ont., Can. 


{ 
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TORN CHECKS, vouchers, maps, 
are mended invisibly with 
transparent ‘‘Scotch’’ Brand 
cellophane tape. It’s the all- 
around favorite for sealing, 
holding, mending, dozens of 
other office jobs. 


MINNESOTA MINING & MFG. CO., St. Paul 6, Minn. MM-92 | 
Please send me free booklet on tapes for office uses. | 
NAME 
COMPANY 
ADDRESS 
CITY ZONE STATE | 
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How to reduce 


Editor's Note: This is the second article 
on Service Bureaus. Last month's article 
dealt with punched card services. It was 
pointed out that a Service Bureau could 
be used most economically when any of 
these four conditions prevailed: 

|. For peak loads. 

2. For smaller firms who could not justify 
the purchase of expensive machine 
equipment. 

3. For companies with a one-time clerical 
or statistical problem. 

4. For companies who wanted to pre- 
test a system before purchasing ex- 
pensive machine equipment. 


CE We think of a Service 
Bureau as a branch office,” a large oil 
“This ex- 
ample will show you what I mean. We 


company execu tive reports. 


maintain a post office box number to 
which all of our Credit Card payments 
are forwarded. The post office box is 
near the Service Bureau’s office. Each 
day, the mail is transported to that of- 
fice where it is opened, remittances are 
recorded, deposit slips prepared and 
funds banked. Receipted copies of the 
deposit slips, and the cash receipt 


DON'T PAY A FULL-TIME SALARY 


schedules, are then delivered to our 
company office. Because of the heavy 
fluctuation in volume of payments, it 
would be impractical for us to main- 
tain a staff of our own to handle this 


activity.” 


When to Use a Service Bureau? 

The logical answer to this question 
seems to be “When it’s cheaper.’”” And 
in most cases this answer applies. If 
you employ several highly skilled work- 
ers, but haven't sufficient work to keep 
them fully employed at their special 
skill, obviously you are wasting money. 
Giving such people miscellaneous work 
to fill in with isn’t an economical an- 
swer. A Service Bureau can_ provide 
you with the same skills, yet you pay 
only for what you need. 

Cost is not the only factor, how- 
ever. Convenience and the reduction 
in executive time required for super- 
vision are often more important con- 
siderations. For example, one insur- 
ance executive with a large agency in 
the Midwest reasons that his primary 





CALCULATING 
Inventory 
Revision of 
cost records 
routing sheets 
price lists 
standard costs 
piece rates 


Sales Analysis by 
commodities 
territories 


Retroactive payrolls 
Invoice computation 
Percentage figuring 


Price markups and markdowns 





COMMON OVERLOADS A 


Aging of merchandise 
Payroll calculations, verifications 


TYPING and CLERICAL 


Stencils 

Ditto masters 
Accounting reports 
Insurance policies 
Manuscripts 
Invoicing 
Back-order billing 
Letters—Envelopes 
Contracts 
Inventory listings 
Record cards 
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your office staff 


FOR A JOB WITH A PART-TIME LOAD 


job is the business of selling insurance 
For that 
reason, he keeps a small office for his 


not maintaining an office. 


salesmen with a minimal clerical staff. 
The bulk of his “office work” goes to a 
They handle all bill- 


ing, “ratio of claims on group policy 


Service Bureau. 


reports,” duplicate writing of policies, 
and similar clerical operations. — Per- 
sonnel problems such as social security, 
hiring, vacations, sickness, and super- 
vision are kept at a minimum. And 
the cost for his office space is reduced 
to a modicum. 


Peak Loads Are the Pay-off 
Every businessman faces one of two 
types of overload regularly: 
1. Regular peak loads that come at 
month’s end, or seasonally; 


~ 


2. Special one-time jobs which must be 
carried as an overload by the cler- 
ical staff or dealt with by overtime 
payment. 

Service 


For these problems the 


Bureau comes into its own. Here are 


a few case histories of typical peak load 


problems currently being handled by 


one of the well established service or- 


cvanizations. 





Christmas Peak Load 


A cheese company in Wisconsin pre- 


pares various assortments of cheeses in 


colorful Christmas packages. 


Their 


peak season is in November and De- 


cember. 


One of their supervisors re- 


mains on the Service Bureau premises, 


during these months, as batches of o1 





SERVICE BUREAU CAN HANDLE 
Shipping orders 


W-2 forms 
Personalized letters 
credit 
sales promotion 
TABULATING 
Consulting service 
Audits 
Sales and order analysis 
Inventory 


Payroll and supplemental reports 
Cost distribution 

Accounts receivable 

Accounts payable 

Machine load analysis 


Insurance reports 

Questionnaire and survey tabulations 
Production control 

Overload key punching, verifying, 
sorting, reproducing, gang punching, 
interpreting, multiplying, tabulating, 
listing, collating 

General ledger accounting expense 
distribution 

TRANSCRIBING 


Belts, Cylinders or Discs 


COPYING 
Microfilming 
Microfilm enlarging 
White printing 
Photostating 








September 1952 











KockaFile Sve. 
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Patents Pendin 





Choose the arrangement 


Just right for you! 


Rock-a-File MODULAR 
—the versatile office furniture. 
Precision-engineered for com- 
plete interchangeability to suit 
your individual taste and per- 
sonal working habits. 

Here is the utmost in comfort- 
able, working efficiency combined 
with smart, modern appearance 
that is economical, too. A com- 
plete Rock-a-File private-office 
interior layout actually costs less 
than a good steel desk, table and 


Arrange it 
Yourself 


@ to fit your office 





e to fit your needs 


WRITE TODAY 


for catalog and name 
of nearest dealer 





35 East Wacker Drive °« 


four-drawer file cabinet com- 
bination. 

Any combination of Rock-a- 
File MODULAR units—desk, 
file, bookcase, waste receptacle, 
typewriter cabinet, corner cabi- 
net and shelf storage cabinet — 
easily connect to companion units 
to best fit your office space. 

Steel construction throughout, 
available in gray or walnut finish 
—also available in wood with 
natural walnut finish. 





RO CKWELL-BARNES COMPANY 


Chicago 1, Ill. 
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How to CUFT clerical costs 


by better 


scoot REMINGTON RAND HOW-TO BOOKLETS OFFER YOU 









‘e JUST ONE IDEA HERE “MAY 


SANE YOU ines to "1000. 


These booklets are full of useful facts — 
based on actual experiences in many 
thousands of firms of all types and sizes. 
You see the systems and procedures 
which have proved successful under all 
kinds of operating conditions. Since Rem- 
ington Rand supplies all types of filing 
equipment, systems and services, you get 
candid advice on which will apply best to 
any situation. In this way, you are truly 
equipped to decide wisely on which 
methods will best solve your problem. 





* Ideas that are practical 
and complete...easy to apply 
in 1 your office 


4 EVA see a fe ew won 





filing methods 


\ THE COLLECTED EXPERIENCE OF AMERICAN BUSINESS 
ON MODERN FILING SYSTEMS AND PROCEDURES 











"For ‘your copies 
... just mail coupon 


ee are ee ee ee ee ee Se ee a ae ee ee ee ee ee 


Remington. Hand. 


Management Controls Reference Library 
Room 1332, 315 Fourth Ave., New York 10 


Please send me filing manuals LBV-396 and X-1200. 


NAME vITLE — 





FIRM 





ADDRESS ans 





CITY ZONE STATE 
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ders are received daily. The entire or- 
der is completely processed by the 
Bureau except for actual shipment. 
Labels, bills, shipping orders, etc., are 
typed and otherwise prepared for com- 
pletion of the order. 





Seasonal Fluctuations 


An accident insurance company 
prides itself on quick settlement of 
claims. The winter months are the 
heaviest claim period and in order to 
uphold their reputation of quick set- 
tlement, the Service Bureau is em- 
ployed to do all overload typing in con- 
nection with the accident claims. 


Dictating Overload 


Many sales firms handle the bulk of 
their correspondence through the use 
of dictating eyuipment. But some 
firms have too little work to employ a 
full time transcribing operator. Others 
hit “overloads” due to the fact that 
they staff themselves to meet only the 
average dictating load. They send all 
additional work to a Service Bureau 
where operators are trained in the use 
of all types of dictating equipment. 
One outboard motor manufacturer ex- 
periences this overload only in the 
early spring during the selling season, 
whereas a nation-wide truck line ex- 
periences a claim adjustment overload 
intermittently throughout the year. 


Inventory Time 


A major department store maintains 
a staff of calculator operators; however, 
the value to be gained through prompt 
receipt of the merchandising figures 
makes it highly advisable for them to 
let a Service Bureau handle the thou- 


methods 
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sands upon thousands of computations 
required in producing their inventory 
statements. In this way, their own 
clerical force is able to go about han- 
dling the daily routing without any dis- 
ruption. Furthermore, they are able 
to obtain the needed inventory figures 
in days, rather than in weeks, as would 
be the case if their own staff stopped all 
other work and calculated the inven- 
tory. 


One Time Problems of Overload 


At one time or another, most busi- 
nesses get a major project beyond the 
scope of their regular office staff. For 
example, last year a hospital plan or- 
ganization was faced with notifying 
each of a group of over 10,000 policy 
holders of a change in rate structure. 
To make the change effective, it was 
necessary that each policy holder be 
sent a personalized typed letter by reg- 
istered mail. ‘The stock letters were 
two pages in length, required a differ- 
ent name and address on each, and had 
several fill-ins to be individually typed 
based on coding appearing on the list- 
ing. A carbon copy was required for 
file purposes. Obviously, this was a 
job for automatic typewriting equip- 
ment, but equipment could certainly 
not be purchased for this one time use. 
On short notice, a Service Bureau pro- 
vided a battery of almost 30 automatic 
typewriters, plus three shifts of oper- 
ators, working around the clock, per- 
mitting their client to meet its dead- 
line. 

It is interesting to note that, in this 
case, the Service Bureau not only pre- 
pared the letters but handled address- 
ing, typing, facsimile signature signing, 
folding, inserting, sealing, metering 
and mailing without creating a single 
ripple in their client's office. 


Statistical Typing Service 


A bugaboo in many offices is statis- 
tical typing. For one thing, it usually 
requires wide carriage machines. A high 
degree of typing skill is also needed— 
a skill that is acquired only through 
experience with this type of job. 

A large structural steel company, for 
example, has need periodically for a 
quantity of detailed tabular specifica- 
tion sheets. The composition work is 
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“I see Miss Hardway’s gentleman friend 
has settled down for another long wait.” \ 
































There's a big difference 


in business forms, too ! 


It’s the difference in how they work. 
Standard Register continuous forms 
work on modern office machines to give 
you continuous production of accurate 
records. No needless waits for important 
documents. If you’ve ever had trouble 
feeding and aligning continuous forms— 
check Standard’s Operational Warranty. 

Any Standard Register form you buy 
(continuous or Zipset) is specifically 
designed to simplify a job—to eliminate 
wasteful form handling; reduce the num- 





ber of forms; improve system procedure. 
You get skilled service in Paperwork 
Simplification from Standard’s Repre- 
sentative. 

Standard Register forms and special- 
ized mechanical equipment are saving 
untold thousands of dollars for 93 of 
the 100 largest firms in U.S.—and 65,000 
others too. 

Phone The Standard Register Com- 
pany in your city. Or write us at 5109 
Campbell St., Dayton 1, Ohio. 


STANDARD REGISTER 
Labor-Saving Business Forms and Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 
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PAPERWORK SIMPLIFICATION: What 
happens when better business forms 
are scientifically applied. 





Maintenance Order System. See 
how an Ohio manufacturer controls 
this function with simple but com- 
plete handwritten records; makes 
paperwork “a major management 
tool for cutting costs." Write for 
free Maintenance folder.* 





Utility Billing. Eastern company re- 
places all former customer records 
with two punched cards; bills 570,000 
users monthly employing tabulating 
machines, Kant-Slip continuous forms 
and Standard’s Rotary imprinter. Full 
story in PS. 26.* 





Automatic Line Finder, ‘vertical 
tabulator"’ for your typewriter or 
bookkeeping machine, speeds rec- 
ord production, by enabling oper- 
ator to type continuously.* 





Zipset forms-with-carbons eliminate 
expensive ‘‘paper-shuffling.'’ Write 
for free folder and sample forms 
applicable to your business.” 


*Write on your business letterhead, 
please, for literature desired. 


THE STANDARD REGISTER COMPANY 
5109 Campbell St., Dayton 1, Ohio 








O'IOCTABELT: THIS Ef 





THIS “MAGIC” BELT IS CHANGING 
THE DICTATING HABITS OF THE WORLD! 


Just a third of an ounce of bright red plastic—but 
it has revolutionized an industry! 


Just an endless belt of post-card size—but it has 
changed the habits of business executives, doctors. 
lawyers, writers, heads of states and nations! 

It’s Dictabelt, heartof the DictaphoneTIME-MASTER, 
the most successful dictating machine in history. 
Dictabelt, the exclusive Dictaphone recording medium 





All your ideas about machine dictation will be changed by TIME-MASTER, 
masterpiece of Dictaphone Corporation, the industry’s pioneer and spe- 
cialist in dictation machines, methods, services. 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 
TIME-MASTER—The Modern Way to Dictate 


**Dictaphone”’ is a registered trade-mark of Dictaphone Corporation 
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that made the TIME-MASTER possible. is an executive 
express for ideas and information. With Dictabelt and 


TIME-MASTER, you are master of the three “‘R’s” of 


business communication: Remembering, Reporting, 


Reviewing. 


Dictabelts produce uniform, voice-perfect recordings 
... have no distortion zones...don’t have to be resur- 


faced or used on both sides to make them economical. 


Dictabelts are the easiest recordings to transcribe ac- 
curately, rapidly. Secretary gets automatic, uniform 
backspacing. instant control of speed, volume, tone 


of voice. 


Dictabelts are compact. flexible. unbreakable. mail- 
able, filable. Always economical, they cost less today 
than ever before. 
To find out about 
electronic dictation 


at its best, clip the 
coupon now! 


DicTaPHone Corporation, Dept. ME92 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of “Time Itself.” 


Your Name——__— eae sebciaankilanditniaanaey ——— 


oS a 





Street Address . aan 








City & Zone—— ee) 


information) 








intricate and involved. Due to the in- 
termittance and fluctuation of the vol 
ume of the work, they could not afford 
to maintain a staff of qualified oper- 
ators, or a sufficient battery of the need- 
ed machines to prepare and issue the 
sheets within the deadlines involved. 
Their Service Bureau not only does the 
job for them—but does it in the com 
pany’s own offices by moving machines 
and operators onto the premises. 

An interesting twist to this “in our 
own offices” service is provided by one 
of the largest manufacturers of auto 
motive equipment. They maintain 
their own staff to handle a level flow 
of work, and rely upon a_ Service 
Bureau tor calculator operators and 
typists to handle the peaks. In so do- 
ing, a nucleus staff and the required 
equipment remains on the customer's 
premises at all times. This staff is 
fully conversant with the office work 
performed in all departments and_ is 
used as a “flying squad” in going from 
department to department to handle 
the office overload. As peaks arise 
which are too great for the nucleus 
Service Bureau staff, additional oper- 
ators and typists, who have had _ previ- 
ous experience at the office of this 
client, are rushed in to meet the 


emergency. 





Answer to the Clerical Shortage 


As skilled machine operators and 
typists become more and more scarce 
and expensive, the Service Bureau is a 
logical port of call. Their prices are 
reasonable—particularly since they are 
based on optimum clerical output, a 
condition seldom realized in even the 


best run office today. 
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Counting and Controlling 


the output of your plant 


CLOSE CONTROL AND ACCURATE COUNT OF DAILY PRODUCTION 
IS PRODUCT OF SIMPLE AND INEXPENSIVE METHODS PLANNING 





YOUR PLANT IS AN OFFICE TOO 


There was a time when business men 
drew a clear line between ''Plant" and 
"Office’’ operation. Today, the two 
blend together into a single entity. 
Paper work is no longer a province of 
the white collar worker. Even the title 
of "Office Manager" is beginning to 
be replaced by “Methods Man" or 
‘Systems Analyst." When the O. M. 


title is retained, it's often a misnomer. 


The organization charts of most 
companies reflect this new concept. 
So-called office management and 
methods staffs now report to a broad 
gauge executive — usually a fiscal 
officer like the controller or treasurer. 
These executives see operations as a 
whole. Increasingly, they cost-account 
the stenographer in the same manner 
as the man on the power lathe. 
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Editor's Note: After more than a year's 
experience with its new system, a major 
company has just released the results of 
its new method for calculating daily pro- 
duction and relating it to its payroll ac- 
counting system. Reported below is a 
single phase of this operation. While the 
company prefers to remain unidentified, 
its system has significant news value for 
any manufacturer with a daily unit pro- 
duction of more than 1,000 items. 


me Every working day 
from eight thousand to ten thousand 
jobs flow off the production line of an 
important manufacturer in Ohio, The 
units are not all finished products. 
Some of them are parts, some are as- 
semblies, others are finished goods 
ready for distribution. 

To provide management with facts 
about the flow of work, production re- 
ports are tabulated daily by part num- 
ber and assembled part number, from 
electronic 


job cards, on tabulating 


equipment. 


Additional controls 

But management control is doubly 
assured by an even more accurate sys- 
tem for reporting daily output by shift, 
by item, by man. As each standard 
“package” of a part number and assem- 
bled part number is completed by a 
workman, he attaches a coupon tag to 
the job and rubber stamps his clock 
number on the coupon. The tag itself 
may contain three to five detachable 
coupons depending upon the nature 
Each 


on the tag carries the worker’s code 


of the job operation. coupon 


number for the operation, as well 
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DESIGNED SPECIFICALLY FOR THE 


WORKING EXECUTIVE 





e Ample filing space for ordi- 


nary desk usage . . . ample work 
area for extensive references... 
ample conference space for 
group discussions . . . all these 
needs of a busy executive are 
packaged economically in the 
Imperial Wiltshire conference 


desk. 


Not only is it designed for 
triple utility, the Imperial 
Wiltshire conference desk is a 
masterpiece of experienced 
craftsmanship, built for enduring 
satisfaction. See it . . . compare 
it . . . at your Imperial dealer's 
show room. Ask us for his name 
and address, if you're in doubt. 
No obligation, of course. 
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Wiltshire Modern office’ furniture by 
Imperial saves space and adds efficiency 
in the Detroit defense plant illustrated 
above. 





Bonngpenciaall 
DESKMARK OF QUALITY 





Imperial Desk Company, Evansville 7, Ind. 
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POSTURE STUDIES REVEAL... 


4 out of 5 don't know 
how to sit in a chair! 


MAULTY POSTURE IS IMPORTANT FACTOR IN HEALTH, 
ENERGY AND EFFICIENCY OF OFFICE WORKERS 


When you hire a new stenographer, it’s 
reasonable to assume she knows how to 
operate a typewriter. 


But, does she know how to sit in a chair? 


Posture surveys indicate that she probably 
doesn’t! Most likely she'll slouch like the 
girl pictured here. And her faulty seated 
posture will pave the way for fatigue, rest- 
lessness — even errors — because cramped 
stomach, lungs and intestines can’t pos- 
sibly function to best advantage. 


That’s why Do/More, pioneer in the pos- 
ture chair industry, does not sell “chairs,” 
as such. 


The ‘“‘Do/More ABC System”’ is a complete 
package ... scientifically designed chair, 
posture training program, and comprehen- 
sive service plan. 


Discover for yourself why leading com- 
panies prefer Do/More. Next time you 
need a new chair, call a specialist— your 
Do/More representative. Meanwhile, the 
facts are yours for the asking. Just mail 
the coupon below. 


MAIL COUPON FOR FULL PARTICULARS 








t DOMORE CHAIR COMPANY, INC. 

i Dept. 908, Elkhart, Indiana 

: (_] Please send me full particulars on the “Do/More ABC System.” 
| [_] Please have your representative call for a demonstration. 
i 

: eg Ye 

1 = COMPANY __ 

3 

t ADDRESS__ be Nae eS 
ans STATE 
eee | 

i@ 






A correctly designed chair is 
not enough. The chair must 
be fitted by an expert...the in- 
dividual must be guided into 
good posture habits. That’s 
why your office needs the 


DO/MORE 
ABC SYSTEM 


_— Ee eee eee eee | 
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as other accounting data. 

Truckers move through the plant 
continuously picking up each standard 
“package” of these parts or assembled 
parts for delivery to the storeroom. 
When the store keeper receives a truck 
load, he removes the coupon of the tag 
carrying workman’s clock number on 
each standard package. The coupons 
are sorted on a mechanical sorting de- 
vice by part number or assembled part 
number, and are then counted by an 
automatic counting machine which 
also imprints the shift number on the 
back of the tag. 

The totals are posted to a work sheet 
which can then be checked against the 
tabulated production report the follow- 
ing day for positive control of accuracy. 

The counting machine is the heart 
of the operation. It will count coupons 
at the rate of one thousand per minute 
as compared to 134 per minute by man- 
ual methods. What’s more, it also 
automatically imprints shift numbers 
as a by-product of counting. Totals by 
shift are thus readily obtainable. 

The individual tag is made of coated 
jute stock and measures 5” long and 
414” wide if it has three coupons, or 
714” long if it has five coupons. The 
color of the tag identifies component 
parts that require special handling. 

Each coupon on the tag fully de- 
scribes the operation and the necessary 
specifications for the given operation, 
thereby insuring complete identifica- 
tion of the parts material. Since the 
exact number of parts or assembled 
parts is represented by these tags, no 
further notice, is sent to the accounting 
department other than the workman’s 
daily work card. Workmen's pay is 
based on final count of coupons under 
his clock number. 


Summary of advantages 

The speed of the counting machine 
operation has reduced cost to a frac- 
tion of the old method. In fact, in less 
than one hour, eight to ten thousand 
production tags are counted and posted. 

More important, reliable accurate 
counting eliminates the errors of a 
costly manual count. 

On the control side, the tabulating 
department is now able to check the 
production line instead of the latter 
checking itself on daily output. 
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WORK CENTER Environment 


New heating and cooling 
system saves space 

Pittsburgh’s 30-story Alcoa Building 
is the nation’s first skyscraper equipped 
with a panel heating and cooling sys- 
tem that requires no radiators or con- 
ventional air conditioning units around 
the walls. The unique system has 
helped ‘‘save” one and one half floors 
in the building since the absence of 
radiators and the lighter-than-normal 
building materials and foundations, al- 
low the outside walls to be effectively 
about two feet thinner than those of 
conventional office buildings. 

On each floor, aluminum ceiling 
panels are attached to pipes through 
which hot water will be circulated for 
winter heating and cold water for sum- 
mer cooling. Panels are perforated 





for acoustical control, and a one inch 


blanket of fiberglass insulation on the 
ceiling pans is designed to absorb 
sound passing through the _perfora- 
tions. 

Ventilating air, which is to be cooled 
during the summer cycle, will be sup- 
plied to each floor by primary air fans 
in the basement, on the fourteenth 
floor, and in a machinery penthouse. 

The new system can be applied read- 
ily to existing buildings and new ones. 

For more information, Circle num- 
ber 502 on the Reader Reply Card. 





DO YOU KNOW OF A BETTER 
METHOD THAT HAS IN- 
CREASED PRODUCTIVITY OR 
SAVED MONEY FOR YOUR 
FIRM? 
It May Be Worth 
$25.00 


See Page 32 





september 1952 





uit ok, Wha’ erdond 


now we can do 









All our bookkeeping on this 
One machine 


...and any of us can operate it!” 


simplest! 
Most Automatic! 


Easiest to Operate! 


Mo. 


She’s right... you don’t need an experienced 
accounting machine operator to run this Model E 
Underwood Sundstrand! 


The New 
Underwood Sundstrand 
Model E 


All-purpose, iilineiiinass 
Low-cost Sundetrand 


Anybody can operate it after five minutes’ practice... 
and quickly develop speed on the touch-operated 
10-key keyboard. 


Fast, flexible and fully automatic, this low-cost, all- 
purpose accounting machine is a mechanical marvel 
...and a wonderful buy. Per dollar invested, you’!l 
find nothing on the market to match its superb 
performance. 


Accounting Machine 






The Original 
Touch Method 
Keyboard 


Underwood Corporation 


Accounting Machines... Adding Machines... 
Typewriters...Carbon Paper... Ribbons 


One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


But seeing is believing! Phone your local Underwood 
Representative right now. 


You'll hardly believe your eyes when you see the 
Model E demonstrated...or your ears, when you 


: 
hear its low cost. a 


Sales and Service Everywhere © 195: 
(Circle 471 for more information) 
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New ODHNER gives 

you the 4 things 

you want most in 
an adding machine ! 





7. LESS NOISE 


rotary drive cuts out back and 
forth vibration that causes noise 
in ordinary adding machines. En- 
tire working mechanism rubber 
cushioned to deaden sound. 


Unique 


2. MORE SPEED Fingers 


fly over Odhner keyboard because 
it is made to fit the human hand. 
Key height corresponds with 
finger length. All keys are within 
easy reach. 


3. EASIER TO OPERATE 


Less pressure is needed to press 
the keys. Double-duty keys cut 
waste motion. 


4. EASIER TO SERVICE 


It is built in three sections to 
make servicing easier, faster. 
Fully equipped factory service. 
Ten-year spare parts supply 
available. 


COMPARE ODHNER WITH ANY 
OTHER ADDING MACHINE ON 
ALL FOUR POINTS! 


In addition to above features, all 
models are electric, with direct 
subtraction. There is a model for 
every need, all competitively 
pret Made by the makers of 

ACIT (made in Sweden) world- 
famous 10 key touch calculator. 


TRY ODHNER AGAINST ANY 
AND ALL COMPETITION! 


Writeus for complete information. 
Odhner Division, Dept. M 


FACIT, INC. 
500 Fifth Ave., New York 36, N.Y. 





FACIT, INC. 
Sole U. S. distributor of Odhner adding machines 
(Circle 478 for more information) 
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Gs Agreement is quite 
general that buy-and-sell agreements 
should be effected where two partners 
(or two stockholders) are the entire 
business for practical purposes and it 
is understood that the surviving part- 
ner wants to continue the business. Nor 
is there much argument concerning 
necessary legal requirements; that is, 
drafting of wills, etc. in order to make 
sure that the surviving partner has the 
legal right to continue the business 
upon his partner’s death. 

Furthermore, the partners can read- 
ily see the wisdom of owning life in- 
surance policies on each other’s life. 
The trouble is that in too many in- 
stances, the partners feel too pinched 
with their own personal finances to lay 
out the premium deposits. Let us ex- 
amine a rather typical situation show- 
ing what happens with the use of life 
insurance and what happens without 
it. 

We shall assume that there is a 
$100,000 business owned equally by 
Mr. Adams and Mr. Brown. Each part- 


Lambert Photo 


ner is 40 years old, married, has two 
children, draws $15,000 annually, and 
would like his family to receive, at the 
time of his death, $50,000 for his in- 
terest in the business. With life insur- 
ance, the financial picture of each man 
shapes up as follows: 
Taxable earnings of each 
Eee Ieee Ce eee $15,000 
Estimated federal income 
RET Sr eer eee $3,236 
Net spendable income for 
ies ook a bese $11,764 
Fstimated average annual 
premium for $50,000 of 
Ordinary Life Insurance. 1,250 
Net spendable income after 
paying insurance premium $10,514 
Because of today’s high cost of liv- 
ing, there is no point in any life un- 
derwriter trying to delude either Mr. 
Adams or Mr. Brown into thinking 
that he will not feel the pinch of lay- 
ing out $1,250 each year for premium 
deposits—regardless of the value of the 


WHEN A PRINCIPAL DIES 


WHO VOTES HIS STOCK? 


by Hubert A. Gerstman 


usiness family 


insurance and the constant increase in 
cash value which will considerably off- 
set the annual premium deposits from 
the second year forward. However, the 
premium payment “‘pinch’’ would seem 
preferable to the sometimes intolerable 
“squeeze” put on a surviving partner 
when the partnership agreement re- 
quires a substantial payment to be 
made shortly after the other’s death. 

Obviously if Mr. Adams and Mr. 
Brown have large personal assets, there 
is no real need for the existence of the 
life insurance. The survivor would 
then simply pay the family of the de- 
cedent the necessary $50,000; the sur- 
vivor will have the business all to him- 
self; and the widow will be satisfied fi- 
nancially. And, if you and your part- 
ner are in this pleasant situation, you 
need not bother to continue reading 
this article. 

To be realistic, however, there are 
many more situations wherein Mr. 
Adams and Mr. Brown do not have the 
ready cash to buy each other’s interest. 
Let us examine what happens when no 
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life insurance is obtained even though 
a valid and enforceable buy-and-sell 
agreement has been effected, and there 
is no ready cash. 

Mr. Brown has died, and Mr. Adams 
now owns the business. Mr. Adams, be- 
ing unusually skillful business-wise, has 
the business running as smoothly as 
ever within a short time following Mr. 
Brown’s death. Mr. Adams has made 
an agreement with Mrs. Brown, where- 
by he will pay Mrs. Brown 6% inter- 
est on the $50,000 interest that Mr. 
Brown had in the business. Further- 
more, Mr. Adams is going to do his 
best to keep reducing the principal 
amount of the obligation ($50,000) 
each year out of profits. The follow- 
ing is now Mr. Adams’ new business 
picture: 

Mr. Adams total income 


MY bbc: hoe wa Sewarkeees $30,000 
Interest at 6% on 
$50,000 $1,500* (net) 


Salary for employee, Mr. 
Jones, who replaces Mr. 


Brown .... 5,000** (net) 
6,500 

New taxable income for Mr. 
PR iearig. "rath Load ne eis oe $23,500 

Estimated federal income 
tax for Mr. Adams ..... $6,470 

Mr. Adams’ new net spend- 
able income ............ $16,030 

Mr. Adams’ former spend- 
SUEG IACONO 6 56k ee vc kes $11,764 


Balance left to purchase Mr. 
Brown’s half interest in 
the business ... ($50,000) 4,266 
*$1,500 is the net cost of the $3,000 
annual interest charge because it is 
deductible. 


**$5,000 is the net cost, taxable-wise, 
of paying Mr. Jones $10,000 an- 
nual salary. 


Now, do not assume that simply be- 
cause we have come up with a “profit” 
of $4,266 the situation for Mr. Adams 
is very rosy. Possibly, in this particular 
instance, the situation could be satis- 
factory because Mrs. Brown would be 
willing to wait approximately 11 years 
in order to receive her $50,000 in cash. 
In order for this annual “profit” of 
$4,266 to appear every year, a com- 
bination of many fortunate circum- 
stances must occur every single year. 
To start with, Mr. Jones, the replace- 
ment for Mr. Brown, will probably re- 
quire a considerable interest in the 
business if he is going to produce the 
same amount of work that Mr. Brown 
did for the many years he was in the 
business prior to his death. Secondly, 
earnings will have to remain constant, 
and that is certainly a hazardous anti- 
cipation as far as the future is con- 
cerned. Thirdly, and this is extremely 
important, Mr. Adams will have to as- 
sume all of the worries that he for- 
merly shared with Mr. Brown. It may 
appear easy at the outset but in gen- 
eral practice, Mr. Adams may find ex- 
treme difficulty in assuming all of the 
onerous details that were formerly 
taken care of by his deceased partner. 

In conclusion, there is no guaranteed 
answer as to whether or not buy-and- 
sell agreements have to be funded 
through a medium of life insurance. 
We feel that in the example given 
here, even though Mr. Adams is able to 
continue with payments to Mrs. 
Brown, life insurance certainly would 
have been the better alternative. 








SOMEBODY STEAL YOUR REPLY CARD? 


Has the Reply Card in this issue of METHODS been 
used by somebody else? Every month, a few hundred | sews: wemoss aveusr is 


readers write us letters complaining that the card was| F=}=/=;# tata fe tayays 
missing when METHODS was passed along to them. | |}2/}3}2}“/2/=te ss o 

Any time that happens to you, just jot down on aj “—“1“1""steinieteis 
piece of paper “I would like more information on the| “= me 


following numbers:” 


address and your job title or function. 


Please be sure to give us your 
name, company’s name, total number of employees, 





READER REPLY CARD {0} 
(net geod efter 11-15-62) 
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Mail to Reader Service Department, Management METHODS Magazine 
141 E. 44th Street, New York 17, N. Y. 
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Le Febute 
VERTICAL SORTERS 


SAVE TIME. . REDUCE COST 


FASTER SORTING... 
in perfect order 
with less handling! 


Alphabetical, 
numerical, 
geographical 
or any other 
special indexing 
LeFebure vertical sorters are tailored to fit EACH job. Saves space, saves time, easy to learn, 
easy to operate and economically priced. Let a LeFebure trained representative study your 
sorting job and offer a sound, workable solution to your sorting problem. No obligation of course, 
just outline your problem when writing us. 








FOR FURTHER INFORMATION—WRITE FOR FOLDER 808 
e CORPORATION 
ae CEDAR RAPIDS, IOWA 
hh B 
y py dg “Xi 1K 
(Circle 459 for more information) 
8-HOUR DRUDGERY! 
THIS ONE door opens the equal of nearly 12 
correspondence drawers. ONE door — ONE 
CORRES-FILE. Banishes each day the 8-hour 
drudgery typical of the past 60 years of filing 
. . . drudgery that wastes costly clerical time 


Most complete sorting line available. Easy rolling stands also available. 
motion exposes every item in the mew ROTOR 
. . . breeds costly filing errors. 


Streamline your filing with ROTOR CORRES- 
FILE . . . the first major improvement in filing 
since drawer-files appeared in 1893. Transfer 
your correspondence and card records to cir- 
cular tiers that rotate at finger touch . . . bring 
correspondence right to the seated operator. . . 
save up to 50% of clerical operating time. . . 
Send for more details at once! 








WASSELL ORGANIZATION, INC., WESTPORT 9, CONNECTICUT 
I want more data on filing with ROTOR CORRES-FILE. 
We have __ 
drawers of card records. Card sizes 
NAME __ 


POSITION _|_ 6 se i ba see Sa e 
(Please attach to your business letterhead) 


__ drawers of correspondence and 
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4 WASSELL EXCLUSIVES INSTALVELOPE SIGNALOK 


(Circle 476 for more information) 





(Advertisement) 


ViSirecord UNITS FIT 
YOUR NEEDS FOR EVERY 
TYPE OF RECORD KEEPING 
OPERATION 


Each Unit is designed to be operated 
efficiently and easily from a sitting 
position—with all work done at non- 
fatiguing desk level! 





Well Table—Holding Portable Trays 
Floor Space of Unit 25" x 23" 
Maximum Card Capacity: 
8,000 Cards 





Posting Tray on Casters 
Floor Space of Unit 24" x 28!/," 
Maximum Card Capacity: 
10,000 Cards 





"Scanning" records for pertinent visi- 
ble data can be done at the rate of 
11,000 per hour. 


ViSirecord, Inc., Dept. P 
Copiague, L. I., N. Y. 


(Circle 486 for more information) 
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An entire operation can quickly get out GF 
difficulty in getting the FACTS YOU NEED. 
NEED THEM. : 

Any system that makes these facts difficult to locate” 
control is COSTING YOU MONEY! 

In production control, The Only Thing Constant is 
“Change”. Production systems and records must be designed 
to constantly show all the changing conditions—such as pro- 
duction lags, improper machine loading, material short- 
ages, etc. 

Actually, an effective system for “Management by Excep- 
tion” is necessary; that is, a system in which those items that 
need immediate action can be seen and brought to your atten- 
tion without digging and searching for the facts, and without 
a time-consuming review of all your records. 














VISIrecord visible margins flash these “Action Items” at 
you. Over ten thousand records can be scanned in an hour. 
V1ISIrecord’s unique system of overlapping the cards sideways, 
in rows, makes every record visible. It enables you to find, 
remove, post and return four (4) or more records per minute, 
whether posted by hand or machine. V/S/record is steadily 
replacing blind-filed cards and old fashioned visible equip- 
ment in many of our larger national concerns, because it 
improves clerical efficiency, cuts operating cost, and gives 
better production control. 





















MANUFACTURED PART-NO REQUISITION 


PURCHASED PART—REQUIREMENTS COVERED 


PURCHASED PART—REQUIREMENTS PARTIALLY COVERED 


PURCHASED PART—REQUISITION OUT FOR PURCIIASE 





MATERIAL CONTROL 


In the scheduling of any job an accurate Material Record is 
a MUST. Not only must the records show the available amounts 
of each item of material necessary for the job—but, these fig- 
ures must be instantly accessible. Using V/S/record, you can 
locate the proper material card in seconds, enter a reservation 
for the needed amount of materials, and post the new avail- 
able balance in the visible margin. Items that need to be 
replenished are automatically signalled for attention. 





Partial list of V/Sirecord PRODUCTION CONTROL users: 


Wright Aeronautical Division— 
Curtiss Wright Corporation 
John A. Roeblings’ Sons Company 

De Lavel Steam Turbine Company Grafiex Inc. 
E. 1. Dupont De Nemours & Company, Inc. Zippo Manufacturing Company 
Ford Motor Company 


American Radiator & 

Standard Sanitary Corporation 
Moore Business Forms, Inc. 
Bausch & Lomb Optical Company 
Bell Aircraft Corporation 
Stanley Aviation Corporation 


Sunstrand Machine Tool Company 
Oilgear Company 
Mueller Brass Company 


M. W. Kellogg Company 


Weston Electrical Instrument Corporation General Electric Company 























When Better Production Control 
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MACHINE LOADING AND SCHEDULING 


A basic necessity of production control when laying out a job 
schedule, is an accurate Machine Loading record. If you can 
instantly see the facts you need without searching the file or 
removing any card, then your machine loading operation is 
working at its greatest efficiency. V/SIrecord will assure this 
efficiency. A loading record for a group of machines, shows 
the total number of “machine-shifts” per month that are avail- 
able. As each job is scheduled ahead on the loading record, a 
vertical graph line on the visible margin of the V/S/record card 
is lengthened. This graph shows the date on which the next 
load can be added. By scanning a row of these cards you can 
instantly see just how far ahead any machine group is loaded. 
The card shown is for a years’ loading of a machine group. 
If a closer control is required, individual cards for each month 
or even week can be used instead of the yearly one. The infor- 
mation for the makeup and adjusting of your production sched- 
ules is at your finger tips—always in sight. 


1Slrecord 





FOR PROTECTOR BT Ue FAT mOS. + OTe O08 e +718 008 8 FAY PEme, v= 
™ : PRODUCTION CONTROL RECORD 


PRODUCTION REQUIREMENT 
AND WORK PROGRESS 


An efficient production control system should show the “loca- 
tion” of every job in production. It should also show you 
whether each job is “on schedule” or ahead or behind time. 
This information should be accessible without thumbing or 
hunting through cards, manipulating slides or turning pages. 

A VISIrecord production form shows all the information on 
its right hand visible margin. The operations and their sched- 
ule dates are numbered in sequence. The movable signal shows 
which operation is being performed. This gives you visibly, 
immediate control of the location and progress of every job in 
your plant, 

Specifications, orders on hand, promised shipping dates, tool 
requirements and other information necessary for your produc- 
tion schedule, are shown in the body of the card. 


(Advertisement) 


UP TO 40,000 RECORDS 
AVAILABLE TO ONE 
OPERATOR FROM A 
SITTING POSITION 


viSirecord will hold cards from 
4" x 6" to 20" x 12” in size! 


This allows for flexibility in form de- 
sign to meet your own requirements! 
lls 





Open Tub Drawer Unit—With Post- 
ing Table 
Floor Space of Unit 28” x 54" 
Maximum Card Capacity: 
20,000 Cards 





The i-Level Unit. Lower Drawer raises 
to level of upper tub... both at desk 
height. 
Floor Space of Unit closed: 
24!/." x 32" 
Floor Space of Unit open: 


24!/." x 60" 
Maximum Card Capacity: 
20,000 Cards 





Double Posting Desk Unit 
Floor Space of Unit 28" x 78" 
Maximum Card Capacity: 

40,000 Cards 


ViSirecord, Inc., Dept. P 
Copiague, L. I., N. Y. 


(Circle 486 for more information) 
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Cleverly designed envelope 








Los Angeles, may save you time and 
The 


thousand employees a week in cash. In- 


money. company pays several 


cluded in the pay envelope is a State- 


*y° { Earnings and Deductions. 
ilitates cash payroll system nr 8 | 
fac Sree Poy Y Ohrbach’s switched from the use of 
that 


statement to a punched card. 


If you are currently using a punched continuous forms for 
card system for your payroll, a clever 
system developed by Ohrbach’s, Inc., 


with stores in New York, Newark and 


Earnings 

A sam- 
ple card is illustrated. Cards are cheap- 
er than continuous forms, and they do 





are youl 
really the 
business man 
you think 
you are? 


Of course you are! You're in- 
terested in expanding your 
business in every way you can, 
you're curious about new 
methods, restless for improvement. These are the reasons why you'll be 
interested in the new VUE-FAX*, the Vertical Visible System designed 
to outperform any other method in present use for maintaining important 
business records. 





WRITE TODAY FOR FULL INFORMATION ON HOW VUE-FAX* CAN 
BENEFIT YOUR BUSINESS THRU LOWER COSTS AND IMPROVED 
EFFICIENCY! THE RETURN MAIL WILL BRING YOU SOLUTIONS TO YOUR 
MAJOR RECORD-KEEPING PROBLEMS! 


*VIEW CONTROL FACTS 
WITH VUE-FAX. 
(PATENTS PENDING) 


FASTER FACTS 
WITH VUE-FAX 










CORPORATION 
101 GOLD STREET, Dept. A * NEW YORK 38, N. Y. 
Distributed All 


the VUE-FAX 
mark of identity=- 
notched edges 


Cities 


Principal 


In 





(Circle 479 for more information) 
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not require stripping or folding upon 
insertion in the envelope. 

According to S. L. Klepper, Expense 
Controller, the payroll is computed by 
the payroll section which inserts the 
earnings statement cards into envel- 


opes. ‘These are then given to the 
Cash Office which counts out the 
money and stuffs the envelopes. To 


make it unnecessary to remove the card 
to see the amount to be stuffed, the en- 
velope is so designed as to leave the 
amount visible while the flap was up 
(see cut 1). To keep this amount pri- 
vate upon distribution, and yet to per- 
mit the name and number to be visible 
after sealing, a unique envelope was 
worked out. The window is so placed 


on the flap, instead of on the face of 
the envelope, that after sealing, the 
name and number are visible but the 
amount concealed (see cut 2). 

For more information on the cost 
of this type of envelope, Circle number 
504 on the Reader Reply Card. 
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System speeds and simplifies 
reference to drawings 


For a long time it has been recog- 
nized at Crompton and Knowles Loom 
Works, Worcester, Mass., world’s larg- 
est manufacturer of specialty looms, 
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that their file of detail drawings needed 
reorganizing. Each sheet of paper in 
the file contained four to eight draw- 
ings. Many of these were not in se- 
quence, which slowed reference. When 
blueprints of only one part were need- 
d, paper was often wasted in printing; 
at the same time, the other drawings on 
the sheet would be temporarily un- 
available for reference. 

Crompton & Knowles saw how they 
could obtain several definite advan- 
tages by reproducing the detail draw- 
ings On autopositive paper (using its 
blueprint machine for exposing), then 
cutting apart the prints and filing them 
in proper sequence. The intermedi- 
ates are long-lasting, easy to get at, easy 
to use. And the valuable originals 
need no longer be handled, or used for 
print-making. 

For more information, Circle num- 
ber 506 on the Reader Reply Card. 
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Signalled inventory control 
keeps stocks in balance 


By using a signalled visible record 
system, Baker and Hamilton Co., San 
Francisco, California’s largest whole- 
sale hardware firm, saves thousands ol 
dollars a year. Not only is “out ol 
stock” prevented, but over-stocks are 
eliminated, thus increasing the turn- 
over of the company’s working capital. 

A separate card is set up for each of 
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the thousands of items in stock. The 
card is indexed on its lower margin, 
which is always visible when filed in 
the trays (see cut). Transparent signals, 
which do not obscure index informa- 
tion, show the status of every item in 
the stock. Search for reorder informa- 


tion is simply a matter of selecting 
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those cards with the signal indicating 
a below-average position. ‘Time con- 
suming search through every card in 
the file is thus eliminated. 

Time and money is also saved in the 
purchasing department since purchas- 
ing can be spread out over the year, 
avoiding peak loads. Each day a por- 
tion of the total stock can be analyzed 
rapidly and accurately by the use of 
the visible signals. 

Thanks to this “management by ex- 
ception,” the company has a daily up- 
to-the-minute inventory, at no increase 
in operating costs. Before the adop- 
tion of the new system, it was impos- 
sible to take a complete inventory more 
than once or twice a month. 

For more information, including 
sample forms, Circle number 503 on 


the Reader Reply Card. 
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Combined inter-com and 
network dictating station 

The busy executive might well find 
his desk unworkably cluttered if he had 
on it instruments for telephone, net- 





work dictating, and intercommunica- 
tion. Thanks to a new device, the lat- 
ter two have been combined success- 
fully and inexpensively. 

Here’s how it works: a control switch 
(see cut) is provided on a dictating 
sub base affixed to the intercommunica- 
tions phone. The switch permits the 
user to transfer from dictation to inter- 
com. If he is dictating and a phone 
call comes in, he simply flicks the 
switch to “hold’’, which reserves the 
dictation network for him, and accepts 
the call. 

For free literature, please circle num- 


ber 491 on the Reader Reply Card. 





Why REcessED OFFSET 
means PRINT SHOP Quality 
for the life of the master 


During initial ‘wetting out,” the exclusive and 
multiple coatings of A. B. Dick direct image master 
imperceptibly to hug the image. In ef 
becomes recessed for protection 

squashing. The result is print shop quality for the 


the master—copies to satisfy the professionals 


For more information about REcessED Offset and the 
complete line of A. B. Dick lithograph supplies plus pre- 


T-attiip4-te ll olilel cele iae] olallom olroli-c alert mailell Mist -maele] ololsMol-lelwe 


> A-B-DICK 


A. B. DICK COMPANY, Dept. MM-952-0 
5700 Touhy Avenue, Chicago 31, Illinois 


Without obligation please send me more information about A. B. Dick 
[] direct image ... [1] photo-offset products for offset duplicators. 


Name__ _Position___ 
Make of Offset Duplicator 


Organization 


les 





(Circle 456 for more information) 
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Editor's Note: In the May issue of METHODS we re- 
ported the effects of color on employee productivity. 
Some general facts about illumination, color, and con- 
trast were also covered. Other important aspects of 
color conditioning, of particular interest to management, 
are detailed below. 


Ques Anyone who tends to debunk the ef- 
fect of color on clerical employees will do well to 
study the carefully controlled test conducted two years 
ago by a large New England company. When the 
interiors of their office came up for periodic repaint- 
ing, the office manager changed their drab office color 
scheme to a cool, relaxing plan featuring blue. The 
office was painted in August. When winter came, the 
girls complained of feeling too cool. The normal 
temperature maintained in these offices was 70 de- 
grees. When the complaints continued, it was raised 
to 75—but the girls were still uncomfortable. 

After much discussion and study, the color scheme 
was changed to warm yellows and restful greens. The 
temperature was left at 75 degrees. Soon the girls 
protested that it was too warm. When the heat was 
reduced to the normal 70 degrees again, the com- 
plaints ceased. 
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C) 


Rules About Color 


Rules governing the use of warm and cool colors 
should be carefully considered in the normal course 
of redecorating. Rooms receiving principally cool 
light from the north or east, are best suited for warm 
colors. On the other hand, an abundance of warm 
light from the south or west should be counteracted 
by the use of cool colors. In this connection, the con- 
trol or equalizing of strong light from one direction 
may be accomplished by the system of using two or 
three different wall colors. 

For example, consider an office receiving an ex- 
cessive amount of light from the south or west. The 
wall opposite the windows should be painted a medi- 
um or darker value of grayed-green, blue-green, or 
another cool color to reduce the glare of light from 
that surface. The end walls receiving less direct light 


22 





Practical tips about color 


SOME RULES-OF-THUMB FOR THE MANAGEMENT MAN 


should be painted in a lighter value of the color used 
wall. The wall, 
which receives no direct light, could be painted in the 
lightest value of the wall color. 
white, or 


on the above-mentioned window 
Ceilings should be 


very light to diffuse maximum light. 


Color and Room Proportions 


Still another effect of 
what it can do to change the apparent proportions of 
offices. 


color can be measured in 
Long, narrow offices, for example, may have 
their proportions equalized by the use of darker, ad- 
vancing colors on end walls and lighter, retreating 
colors on long side walls. Square rooms avoid the 
impression of monotonous proportions by having one 
wall—usually the window or opposite wall—in a color 
or value different from the others. High ceilings can 
be perceptibly lowered by painting them a color dark- 
er than the walls. The use of a dado also appears 
to reduce the height of a room by dividing the wall 
area. 


Selecting the Right Color 


Don’t trust your judgment if you are looking at 
small paint chips. A “postage stamp” chip of a 
gentle green may scream like a St. Patrick’s Day neck- 
tie when you get it on the wall. Best to ask for a 
large sample painted on a sheet of white paper. 

In selecting color for the office, both psychological 
and physiological factors must be considered. To 
most people, warm colors are stimulating, and cool 
colors are subduing. ‘The most exciting colors are in 
the red and orange groups. Subduing colors are in 
the violet range, while tranquility is induced by 
greens. 

Tints such as peach, buff, beige, cream and ivory 
are moderately stimulating. Pale blues and violets 
are suppressing—they should be used with caution 
over large areas. 

Here are a few suggested color schemes which have 
been balanced for both emotional and physical con- 
siderations: 





Because of the lack of natural light, 
colors of a bright, sunny character are preferred. 
Yellow, for example, is excellent because it provides 
good light and a stimulating atmosphere. 


For Corridors: 





m a . 
For General Offices: The 
light enough in value to assure an adequate amount 
of light reflected from the painted surfaces. This is 
particularly true of the ceiling areas which, in most 
Walls faced by the 
should be 


must be 


colors chosen 


cases, should be painted white. 


employees as they sit at their desks 
painted in soft, cool colors selected for their eye-rest 
value. To avoid a too cool effect and to promote a 
feeling of cheerfulness, one or more of the other walls 
may be finished in a warm, sunny light yellow or a 
light peach. Sharp contrasts should be avoided (see 


METHODS, May, 1952). 
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Reception and Waiting Rooms: Cheerful, but neu- 


tral colors should be used. Monotony should be 
Generally speaking, however, it is unwise to 


so stylize a waiting room that the visitor finds the 


avoided. 


areas into which he will move when his wait is over 


to be contrastingly drab. 






For Conference Rooms: A conference room, in 
most cases, is longer and narrower than the aver- 
age office. To equalize the apparent disproportion, 
the end walls should be painted a darker, advancing 
color, and the long side walls in a lighter, retreating 
value of the same or harmonizing color. 


Because these quarters 


For File and Store Rooms: 
are generally oddly shaped or irregular, it’s wise to 
camouflage this confusion by painting walls and 
When this is not feasible, 
a dado similar in color to the majority of equipment, 


equipment the same color. 


and about the same height, will contribute the same 
effect. Colors with high reflection value are important 
in such quarters. 

(Next page, please) 
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MAIL TODAY 
PLEASE 3 


THANKS 


NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases on a 
Standardization Basis. One Book of Coupons covers in one Brand 
your entire needs of Carbon Paper. 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy 
erasure, makes 5 copies on 24-lb. legal paper. Tops for Accountants or for 


Executive or Drafting Depts, where positive cleanness is a must. Once used, | 
all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on 
paper used. This Carbon is perfect for regular Correspondence Depts. or for 
all systems of Purchasing or factory orders where medium weight white or 
colored forms are used. This carbon is exceptionally clean; also, the black 
coating on the paper will outwear the tissue it is on and that tissue is the 
strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a 
necessity. Some firms are making 25 Copies at one operation on an I.B.M. 
Machine. IF used on Standard Typewriter with hard platen 20 copies can be 
made at one time if 10-lb. glazed finish Onion skin tissue is used. This carbon 
paper is superior for manifolding on all soft or manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets # | 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Mail Direct To 
Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 


Please send Free, without any obligation, samples as above to: 


i, rt thx i 
Street 

+ PE ee ee er eee a 
Gaeed ... Se eee THs sass oa 
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. THE MOST VERSATILE 
DUPLICATOR EVER DESIGNED. Efficient, 
fast and automatic, it delivers clear, 
sharp copies in any quantity desired — 


cuts running costs to the bone. 





I like RONEO’S AUTOMATIC 
INKING .. . prevents 
ink-stained hands. 


I like RONEO’S 25 SECOND 
COLOR CHANGE . 
it’s sure, fast and oh, so easy. 


I like RONEO’S AUTOMATIC 
COUNTER AND SHUT-OFF 

. . what a convenience — 
saves time all around. 








I like RONEO... 
because now, for the 
first time, I can actually 
MIMEOGRAPH 
WITHOUT STENCIL- 
CUTTING. Thanks to 
the RONEO-TRONIC 
process, fine quality 
reproductions of halftones 
— pictures or 
photographs — are now 
possible on a stencil 
duplicator. Write for 
complete details. 






Copan! 


its low price 


oly +690 


* Model 500 shown with 
FULL REAM FEED 






DEALERS NOTE! 
Choice franchises still available. 


A F APANY IN 3 
57th St. New York 19, N. Y 


i 
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For Private Offices: Aside from the consideration 
of exposures and the need for light reflection the 
choice and placement of colors for private offices can 
be governed largely by the personal preferences ol 
the occupant. Since the eye comfort of only one per- 
son is involved, the desk is usually placed so that it 


is not so acute and fairly dark and rich colors may 


be used if desired. 





For Rest Rooms: Scientific tests have proved that 
women generally prefer rose in any environment. 
Men prefer blue. It’s wise to follow these preferences 
when practicable since they do much to encourage 


employee « leanliness and morale. 





For Basements and Storerooms: A tan 


dado, reasonably high, will assist in maintenance and 
Above the 


gray or 


effectively camouflage dirt. dado, how- 


ever, a light color should be used to obtain maximum 


reflected light. 
Photos courtesy U.S. Steel Building 



















Men and women everywhere are 
finding the take-it-with-you Pocket 
Stapler a real convenience. 


Office Workers like the finger-tip 
convenience of this attractive, effi- 
cient stapler. 

Shop Personnel find it handy to 
keep one clipped in their pocket for 
away-from-the-desk stapling jobs. 


Slip off the cap 
and there is your 
handy stapler. 


Salesmen benefit by having a sta- 
pler in their pocket when out making 
calls for fastening business cards to 
literature, and stapling other related 
papers. 

A Great Business Gift—The Duo- 
Fast Pocket Stapler makes an out- 
standing gift for 
friends, 


your business 


and for use as a sales 


award. Your name or sales message 





can be imprinted on the barrel. It 
comes gift-boxed with 1000 refills. 


Unconditionally Guaranteed 
against defective parts and work- 
manship. This pen-size 
lightweight, holds 100 staples, and 
fastens 12 sheets securely. Sparkling 


stapler is 





chrome with a colorful plastic barrel. 


The Duo-Fast Pocket Stapler will be a welcome busi- 

ness tool in your office, shop, and for your salesmen. 

It will make a fine gift for your customers. Send this 
coupon for complete information. 





CORPORATION 


4 

| FASTENER 
860 FLETCHER ST. © CHICAGO 14, ILL. 
Please send complete information on the pen-size Duo-Fast 
1 Pocket Stapler for use____ : : aoe 


Re NIN ic Co nkcdacescasascosunns 
OUP PIGIN@ sss. .50.cncsecn.0 


Address......... 
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SAVE TIME, CUT COSTS 
with this 


PORTABLE “WIRE-LESS” 
Tibidacdis 


VOCATRON 


U.S. & Foreign patents pending 





YOUR BUILDING IS ALREADY 
WIRED FOR VOCATRON 


You can get more done in less time, conven- 
iently and economically, with this completely 
portable, ‘wire-less" intercom; have instant, 
two-way communication between all rooms 1 
your home or office—even between separate 
buildings served by the same transformer. 

VOCATRON operates on your regula; 
lighting circuits, and costs no more to use 
than a light bulb. Can be carried from 
place to place (unit weighs only 31 Ibs.) 
and plugged into any standard 105-120 volt 
AC or DC electrical outlet for clear reception 
between units. 

See VOCATRON today at your local 
office supply, radio, appliance, specialty, or 
department store; or return coupon below 
for further details. 

Standard Model CC-2 talk-listen units 
$79.50 a Pair—extra units $39.75 each. 
Extra durable gray plastic. Special Model 
CC-25  talk-listen units (for longer-range 
operation, greater sensitivity) $97.50 a Pair 
—extra units $48.75 each. Extra durable 
mahogany plastic with handle and De Luxe 
knobs. Prices slightly higher in the Far West 


VOCALINE COMPANY OF AMERICA, INC. 
53 Vocaline Building, Old Saybrook, Conn. 


Please send, without obligation, additional 
information about VOCATRON. 


NAME. 
COs se hand dak ect eee anactene ne 


SIRI 4 nhace. Soe aR en 
CITY & ZONE.... 
STATE. 
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WORK CENTER Communications 


Pneumatic tube system 
eliminates messenger work 

Wilkie Buick, Philadelphia, Pa., now 
uses a pneumatic tube system to handle 
its paper work. The _ result—people 
remain on the job and do not have to 
carry papers back and forth. Orders 
are dispatched quickly and at once— 
there is no waiting for a human mes- 
senger. 

The dispatch tube system connects 
the Service Center with both the Con- 
trol Tower and Parts Storage. The 
Service Center receives about 125 work 
orders and follows up on the comple- 
tion of the jobs. 

When an employee requires parts he 
makes up a requisition and gives it to 
the Service Center attendant. The at- 


tendant (Fig. 1) puts the requisition in 





Attendant puts requisition into a carrier which 
is then dispatched through the pneumatic tube 
system to Parts Storage. Delivery is also made 
by tube. 





The carriers are used for transporting parts as 
well as orders and requisitions. 





CORRECT SEATING 


will give you 
increased office 


PRODUCTION 


Here’s amazing new seating comfort 
\ that will banish four o'clock fatigue 
— increase production, improve mor- 
ale, step-up general office efficiency. 










Seat yourself and your employees in 
< an Art Metal Aluminum Posture 
Chair and you'll get unequalled seat- 
ing comfort in any position, 

working or relaxing. 
These chairs are hand- 
somely styled, durably 
made. Art Metal offers 
the finest in quality — 
welded tubular construction, 
Foam Latex upholstery. 


There’s an Art Metal Posture 
Chair designed specially 
for you, your secretaries, 
your clerks. All are 
backed by more than 60 
years of experience in 
manufacturing the 

very best in metal 

office equipment. 


Find out how vital correct seating is 
to office efficiency. Write for free 
pamphlet “Correct Sitting Posture.” 
Or call on your nearest Art Metal 
Dealer. Art Metal Construction 
Company, Jamestown, N. Y. 


Only Art Metal 
Posture Chairs Offer 


“TILT-ACTION” SEAT. In working po- 
sition or relaxing, same body angle 
is maintained. Feet remain on floor 
at all times, constricting pressure 


; : aie eee 
back of knees is eliminated. 


Planning to move or rearrange your office? 
Write for the nationally recognized Art 
Metal handbook “Office Standards and 
Planning.” Or contact your nearest Art 
Metal Dealer — he's an office planning 
specialist trained to help you obtain the 
greatest efficiency. 


“LIVE-ACTION” BACK. Automatically 
provides full support in any position. 
Back construction pivots in special 
mountings, follows in- 

clination of spine. 








All adjustments for 
perfect comfort can be 
made quickly, easily. 


There's an 


Art 


to better 
SEATING 








FROM AUTO-TYPIST FILES: 


Let Ewald Mayer tell you... 





"Direct Mail Results 


Up 300%" 


with Auto-typist 





Sales Mgr., 
Safeguard Corp., 
Lansdale, Pa. 


“The Auto-typist has saved us a great deal of available typing 
time,” says Mr. Mayer. “Our payroll is unchanged, but the 















Model 5030 






letters. 


& 





Model 5100 


typewriter. 





Models To Meet 
Every Requirement 


Operates any type- 
writer. Permits 
pushbutton choice 
of 5-20 different 


For smaller office. 
Automatic opera- 
tion of any electric 









oe fete 
ature and full i i 
the Auto-typist 
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volume of letters sent out has been vastly increased.” 
Also: “Our direct mailing results increased 
three times over our mailings without 
the Auto-typist!” 


UN atop Pet 


Foun Shoitage 


Here’s how! Transfer all your routine correspond- 


ence to perforated Auto-typist rolls... 
Auto-typist automatically process each outgoing 
letter, retaining all the attention-getting qualities of 
an individually dictated and typed message. Sound 
easy? It is, and fast, too. . 
typist equipment can turn out as many as 500 let- 
ters a day! Better find out about Auto-typist today. 






AMERICAN AUTOMATIC TYPEWRITER COMPANY 


614 North Carpenter Street, Dept. M-9 
Chicago 272, Illinois 


Name 

Firm 

Address... 

City EE RS ER A, Zone 


(Circle 4&5 for more information) 


let your 


. one girl with Auto- 
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a “carrier” and sends it by pneuinatic 
tube (at a speed of 25 ft. per sec.) to 
Parts Storage. Parts Storage makes de- 
livery to the mechanic and returns the 
parts list and prices to the Service Cen- 
ter by pneumatic tube. 
small parts, such as the condenser 
shown in Fig. 2, are also transported 
by the tube system. 

When a mechanic finishes working 
on a car he turns in his work order, 
giving work done and time required, 
to the Service Center. The Service 
Center then sends both parts and time 
tallies to the Control Tower via the 
tube system which proceeds to bill out. 

This system eliminates virtually all 
messenger work and delegates most of 
what is required to unskilled help. 
Wilkie Buick estimates that the system 
saves, in the aggregate, at least one full 
time skilled mechanic. 


In some cases, 


For more information, Circle num- 
ber 412 on the Reader Reply Card. 


WORK CENTER Lighting 


New idea to prevent fadino 
of displayed merchandise 


Fluorescent lighting can cause fading. 
This is a retailer’s problem when fluor- 
escent fixtures are installed in order to 
get the benefits of daylight effects in- 
doors. While fluorescent lights offer 
most of sunshine’s own advantages, 
they also hold some of sunshine’s own 
threat to colors and fabrics. 

In the sun’s spectrum, the extreme 
outer band is composed of ultra-violet 
rays. These same rays are found in 
fluorescent light, and in_ sufficient 
strength to harm colors. 

Protection against ultra-violet rays is 
now offered in a product which can be 
applied directly to a display window by 
hand in a manner similar to cleaning 
and polishing of the glass. But this 
does not protect internal displays ex- 
posed to fluorescent lighting. For this 
condition, another new product is of- 
fered—a colorless transparent “chem- 
ically treated” plastic tube or shield 
that fits over fluorescent lights and fil- 
ters out the hazardous ultra-violet rays 
and infra-red heat rays, without other- 
wise altering the lighting effect. 

The manufacturer of these two new 
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“THE MACHINE TO COUNT ON" 


handy calculator 


This is the Mighty Mite of 
American Business: the famed 
ORIGINAL -ODHNER — the 
calculating machine that 
gives COMPLETE computa- 
tions without the expense of 
costlier automatics. 


ORIGINAL-ODHNER 
Calculators though small in size, 
can be relied upon for exacting 
service and constant accuracy. 
Made with easier-to-use lever set- 
tings—just one finger motion posi- 
tions levers at desired settings. 
Choose one of 6 models today. 
All smoother operating—all sen- 
sibly priced. 


@ Back Transfer Device for 
Speedier Calculations 


@ Precision Components 
Throughout 


@ Gives Decades of Service— 
Minimum Maintenance 


Write for 


VALUABLE FREE 
BULLET-N ME-93 


210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR US A. 





ODHNER SALES INC. 
210 5th Ave., N. Y. 10, N. Y. 


Please send me your VALUABLE FREE 
BULLETIN ME-93 which gives me detailed 
information on how an "ORIGINAL- 
ODHNER" can speed up my office opera- 


NAME 
POSITION 


ADDRESS 


ZONE STATE 


a2 2 SR RS SS BE ee eee eee ee 
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products offers detailed information 
whereby interested companies can 
make their own evaluation tests. 

For free literature and detailed in- 
formation, Circle number 505 on the 
Reader Reply Card. 


WORK CENTER Communications 


Network dictating system 
saves $6,000 in salaries 


An excellent example of the before 
and after results of network dictating 
was recently reported by a medium size 
Chicago firm. 

The firm previously employed eight 
girls who handled all secretarial and of- 
fice duties (see charts). Using short- 
hand, the dictators dictated at an aver- 
age of 24 words per minute and spent 
about 858 minutes per day producing 
7800 words. 

When network dictating was in- 
stalled, it was found that six girls could 
handle all of the duties previously re- 


quiring 8. Dictation has increased to 
8100 words per day, not counting sec- 
retary number 5. What’s more, dur- 
ing vacations or when someone is ab- 
sent, one girl can handle the entire 
transcribing operation. 

The new system was installed at the 
cost of approximately $4000. First year 
savings of $6000 will quickly amortize 
this equipment and then continue to 
pay regular dividends. Dictating speed 
can be increased to the normal conver- 
sational rate of 80 words per minute, 
as contrasted to the 24 words per min- 
ute rate with shorthand. The execu- 
tives may work after hours without 
keeping a girl and at overtime pay. 
Study has shown that the executives in- 
volved now produce more than 10,000 
words in 510 minutes per day of dic- 
tating. As an additional considera- 
tion, telephone messages may now be 
recorded and transcribed when neces- 
sary. 

For more information on this par- 
ticular system, Circle number 501 on 
the Reader Reply Card. 
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Now, Gray makes electronic dictation availabie 
to every business and professional office, with 


[0 MOEN 












The completely modern dictating 
instrument that does more for 
c you! Its patented principle of 
disc recording with a stationary 
stylus lets Audograph operate at 
any angle and under vibration—in 

, car, train or plane. Records phone 
conversations, policy meetings, 
conventions. Takes 20-, 30- or 
60-minute discs of paper-thin 
plastic which can be mailed, 
filed or used again. Get a 
free demonstration in 

your office! 






The new “full control” 
method of telephone dictation 
—several people dictating to 

a centralized recording 
instrument. All the cost-saving 
advantages of a shared dictation 
network, plus privacy of dictation 
and full control over the recording unit! 
With AUDOGRAPH for heavy dictation 
and PHONAUDOGRAPH for staff-level 
dictation, you can now modernize 
dictation procedures throughout 
your organization. 


THE GRAY MANUFACTURING COMPANY 
The World’s Most Versatile Hartford 1, Connecticut 
Dictating Instruments 
Please send me your new free Booklet J-9 — describing 
AUDOGRAPH* and PHONAUDOGRAPH* 
sales and service in 180 U. S. cities. See 
your Classified Telephone Directory under 
“Dictating Machines."’ Canada: Northern 
Electric Co., Ltd. Abroad: Westrex Corp. 


modern dictation methods, with facts on the Gray Audograph and 
PhonAudograph., 











NAME 
(Western Electric Co, export affiliate) in 
35 countries. Audograph and PhonAudo- 
graph are made by the Gray Manufacturing FIRM TITLE 
Company—established 1891—originators of 
the Telephone Pay Station. ADDRESS CITY 


*®TRADE MARK REG. U. S. PAT. OFF. 


(Circle 452 for more information) 
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Production Line Technique 








applied to record keeping 
with ROL-DEX* by Watson 


established 1887 


—the MODERN FILING METHOD! 





ROI_-DEX installation in the office of a leading insurance company. 


Save up to 45% 
on Active Record Costs! 


There is NO WALKING, NO STOOPING and NO SQUATTING 
with ROL-DEX by Watson, the modern, economical method of hous- 
ing records. Lifetime sealed ball bearings roll records to the seated 
operator quickly and easily. There are no parts to wear out; ROL-DEX 
needs no motor. Cut clerical help, payroll time and expensive clerical 


turnover with ROL-DEX. Investigate ROL-DEX today! 


Visit these 
| ROL-DEX displays: 
| LOMA Convention 
Atlantic City 
Sept. 22, 23, 24 
and the 
NBAC Convention 


*Pat. and Pats. Pending 


WATSON MANUFACTURING CO. 
Rol-Dex Division. Dept. M-2 
Jamestown, New York 


Please send me information about ROL-DEX rolling units. 


Company ' 

Milwaukee / Name . . Title : 

Oct. 26, 27, 28, 29 : Street Zone 
City . .. State 


and courthouse, bank and hospital equipment 


(Circle 454 for more information) 
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NEW LITERATURE AND PRODUCTS IN THE EDITOR'S MAIL 


Free booklet describes 
economical use of air mail 

A new, cleverly conceived booklet details 
just about all the information the average 
business man needs to get the greatest 
possible benefit from Air Parcel Post and 
Air Mail. National as well as international 
service rates are quoted. Pertinent tips and 
capsule case histories are reported involy 
ing various applications where Air Mail 
can be profitably used. 

For a free copy, please circle number 493 
on the Reader Reply Card. 


New tag and label imprinter 
250° faster than others 

A high speed tag and label rotary im- 
printing machine has been designed 
specifically to reduce marking costs and to 
increase marking speeds for organizations 
with volume marking or imprinting re- 
quirements. 

The machine prints by the spirit dupli- 
cating process. Copy to be imprinted is 
typed quickly and easily on anv standard 
typewriter. A special carbon-like paper 
backing transfers to a “master sheet’ the 
characters to be imprinted. This printing 
master can be prepared by untrained per- 
sonnel in a matter of seconds and be proof- 
read directly at a glance, reducing set-up 
time substantially. The equipment pro- 
duces imprinted tags or labels at the rate 
of over 430 per minute. This is approxi- 
mately 214 times the speed of equipment 
presently available. 

Changing from tags to labels or from 
one tag or label to another tag or label of 
a different size requires only the turn of 
the knob. 


One large Midwestern manufacturer is 





now able to improve the efficiency of his 
shipping operation immeasurably by pro- 
ducing the printing master for the ship- 
ping label at the same time the original 
order was being written, thus eliminating 
the possibility of error in the later transfer 
of shipping details to the shipping room 
for preparation of stencils or labels accord- 
ing to the present plan. 

For more information and free literature, 
Circle number 495 on the Reader Reply 
Card. 


New manual on filing systems 
now offered free 

\ guide to better filing, indexing, sort- 
ing, and record control has recently been 
published. It provides the reader with an 
almost completely unbiased approach to 
file systematizing. Well indexed and heav- 
ily illustrated, it can provide profitable 
reading at the management as well as the 
clerical level. 

For a free copy of the above guide, 
please circle number 492 on the Reader 
Reply Cara. 


=. 


Synchronous recording of separate 
sound events now possible 
Development work has recently been 
completed on a new kind of tape recorder 
which permits the synchronous recording 
of two different sound events on the same 
tape without actually mixing the sounds on 
the tape. The two recordings may be made 
simultaneously, or at different times. Each 
may be erased (or made inaudible tempo- 
rarily), corrected, changed in_ relative 
volume, or copied—without affecting the 
other. Yet both may be played back to- 
gether in perfect synchronism at any time. 
A typical industrial application for the 
new equipment is the preparation of com- 
posite sound tracks for training and 
demonstration films and film strips. Com- 
mentary or spoken language can be re- 
corded on one channel, and musical back- 
eround or sound effects dubbed in later on 
the second channel. Both recordings can 
be revised and adjusted separately until the 
composite effect is satisfactory. Then both 


channels may be transferred synchronously 


methods 





to the sound track of the film, or used as 

is, as sound accompaniment to silent film 

and film strips—with automatic synchron- 
ization possible. 
Among other applications are: 

1. Separation of conflicting voices in con 
ference recording. Experience has indi- 
cated an increase of over 80°% in secre- 
tarial transcribing efficiency due to this 
new method. 

2. Industrial research, particularly time-re- 
lated commentary to noise analyses and 
other events. 

3. Cueing and other drill work, where the 
student responds to the teacher's re 
corded lesson. 

1. Providing practice in performing to an 
accompaniment, where the accompani- 
ment is recorded on one channel, and 
the individual records on the second 
channel while listening to a playback. 
For more information, including prices, 

Circle number 498 on the Reader Reply 

Card. 


New photo composing machine 
sets type in your own office 

With production costs mounting every 
day, the advertising manager is hard put 
to keep within his budget. In recent 
years, many firms have introduced a type- 


writer-like piece of equipment that per- 


mits them to “‘set-type” on items such 
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as forms, sales releases, direct mail pieces, 
and even magazine advertisements. 

The principal limitation of this type of 
equipment has been the size of the type it 
will handle. Headlines, for example, were 
out of the question in most cases. Now, 
thanks to a new photo-composing machine, 
the entire composition job can be done in 
any office fast and inexpensively. 

The new unit measures 18 inches by 18 
inches by 18 inches, and is automatic. The 
type fonts are plastic discs with the font of 
characters arranged in a compassed circle 
in the form of a photographic negative. No 
dark room is necessary. The discs drop 
into Operating position on a spindle much 
the same as a phonograph record (see cut). 

A variety of styles and sizes, from 18- 
point to 72-point covers practically all the 
faces in the average print shop. The photo- 
graphic paper upon which the finished 
print appears is made in 35 mm. rolls, 
complete with sprocket holes. Exposure is 
accomplished by selecting the characters 
with a dial pointer and pressing on a light- 
exposure plunger. Sprockets move _ the 
paper forward automatically to letter-space 
the next character. 

The exposed paper is automatically run 
through developing, fixing and washing 
tanks and emerges as a bright, finished 
print ready for the master-layout. Since 
light, and not ink, is the means of “proof- 
ing” type, the finished print for preparing 
plates is sharper than that obtainable in 
the finest made-ready letter press job. Tests 
have shown that a 15 diameter enlargement 
from a proof shows no fuzziness. 

Variable letter spacing permits lines to be 
changed to any desired length. Dial indi- 
cators simplify the problem of character 
selection and line justifying. The finished 
print emerges, automatically, in 90 seconds, 
ready for use. 

Che plastic fonts function as a negative 
and consequently receive no wear. A single 
disc will last indefinitely through constant 
use. Fifteen fonts occupy a space of only 
about 13 inches wide by 7 inches high. 

For more information on the above ma 
chine, including prices, Circle number 507 
on the Reader Reply Card. 
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Inexpensive new kit 
for office bookbinding 

A new midget plastic binding kit, con 
sisting of a simple hand punch and more 
than 150 plastic binding tubes—enough to 
bind over 75 books—has recently been an 
nounced. The complete outfit sells for only 
$9.95. 


The new equipment makes it possible 





AKE 120 BRIGHT COPIES 
MINUTE OF ANYTHING 
YOU TYPE, WRITE = DRAW 


...no stencils, no mats 
no inking, no make-ready 


JITTO. DIO 


DIRECT PROCESS “LIQUID” DUPLICATOR 






M 
a 


The new Ditto D-10 provides the quickest, most eco- 
nomical and the most satisfactory way to make copies. 
It’s ready for immediate use—no stencil to cut, no type 
to set, no inking, no make-ready. 

It copies directly from your original writing, typing 
or drawing; one, two, three or four colors in one opera- 
tion; 120 copies per minute; 300 or more from each 
master; on varying weights of paper or card stock; 
3” x 5” up to 9” x 14” in size. 


PRINTS IN ONE TO FOUR COLORS AT ONCE 


The sleek lines of the D-10 proclaim worthiness within. 
It has smooth, balanced action. It has wear- and cor- 
rosion-resisting stainless steel parts. Sure and 
simple, it makes an expert of any user. Mail the coupon 
for a fascinating free folder providing more details. 


HUNDREDS OF USES 


* Sales Letters ° Bulletins * Maps ~° Price Sheets * Menus 
* Quotations, Bids * Postcards * Estimates °* Blank Forms 
* Sketches * Statements * Specifications ¢ Graphs 
* Contracts * Music Scores * House Organs * Notices 
* Radio Scripts * Drawings * Examination Questions 


. wp gqacsaa eer 
cesseatnee es 
: : DITTO, Inc., 2277 W. mena 
in Canada: Ditto of Canada, i 
Gent pease sgn es of work produced OF, 
reek demonstrauon 
( pticator fof .— 


12, IMinois 


icage 
on St., Chicos Ontario 


Ltd., Toronto, 
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hout obligation, the new Ditto D-10 
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Company : City... 
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Again and again, we hear the same 
story from Vari-Typer users, — how they 


satis i TE 


# that Vari-Typer 
Cut Our Printing Costs 
$8600 Last Year... 


have cut printing costs from 25% to 75% 
through the use of this amazing business machine. 

By the Vari-Typer method, you can reproduce a wide variety 
of instantly changeable type faces in various sizes, — and do it 
as speedily as your typist can type. 

For books and booklets, catalogs, house organs, sales 
forms....in fact, any kind of printed matter, whether for photo- 
offset, litho-plate, mimeo stencil or other process, Vari-Typer 
will do the job in a thoroughly professional manner, equalling 
costly type-setting in appearance. 

Clip the coupon below and receive free booklet of quick 
facts about the Vari-Typer system and how it will cut your 


printing costs. 


Body copy produced on DSJ Model. Headlines Photo-Set by Headliner. 





Hundreds of type faces 
available. Many sizes, 
matching italics. Foreign 
languages, too. 





RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. 
Please send me Vari-Typer Booklet 102 


Cee 5 G-o so: 6 6°R BO a OSS RO ee bee 
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for salesmen to swiftly and easily bind re- 


ports to prospects, for accounting depart- 
ments to plastic bind financial reports for 
internal distribution, or for salesmen to 
combine catalogs and folders with indi- 
vidually typed sheets. The plastic tubes are 
inserted quickly by hand and are available 
in sizes ranging from 3/16 inch to 1 inch 
inside diameter. They provide either per- 
manent or loose-leaf bound books. 

For more information, including a free 
memo book bound with the new equip- 
ment, Circle number 497 on the Reader 
Reply Card. 


Ste 


Mimeographing now possible 
without stencil-cutting 

A machine recently announced in this 
country makes it possible to reproduce 
letters, bulletins, forms, drawings, maps, 
etc. without first cutting a stencil with type- 
writer or stylus. No heat, light or chemi- 
cal preparations are involved and high 
quality, halftone photographs can be pro- 


duced with good quality. 

The machine employs an electric scan- 
ning device which will produce a stencil 
from straight type to complicated drawings 
in a matter of minutes. This stencil-cutting 
equipment can save countless hours of 
stencil preparation since no proofreading is 








You Get Things Done With 
Boardmaster Visual Control 


OC mag 
cs 
Ko 





yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

’ Facts at a Glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to Operate—Type or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

‘° Made of Metal. Compact and Attractive. 
Over 30,000 in Use 


Complete price $4Q50 including cards 


24-Page BOOKLET NO. M-100 
FREE Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street New York 36 
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THE a@ FILE 
Pas pun enin® _ —— 


saaee 


Layouts it a CORRESPONDENCE 


Ss meadé Leather-Like 


Vertical File Pocket 


1. Made for bulky filing. 
2. Expansion from 1% to 314. 
3. Letter and legal size. 
4. Reinforced with cloth at points of greatest wear. 
5. Printed tab with name and number. 
SMEAD'S Leatber-Like is resistant to oils, greases, 


inks, water, perspiration, etc. This file gives you 
9 times the wear resistance of ordinary wallet stock. 


Send us a free sample of Leather-Like File Pocket. 


NAME. 





ADDRESS 





CIiTy. STATE 








THE Snead MANUFACTURING CO .INC. - HASTINGS. MINNESOTA 
(Circle 461 for more information) 


methods 





required. 

The device is particularly useful for the 
preparation of catalogs, bulletins, sales 
letters and similar material where the in 
clusion of a picture would enhance the 
value of a message many times. 

For more information, Circle number 500 
on the Reader Reply Card. 


New pocket register and memo 
holder for service and routemen 

A Pocket Register with a folding memo 
holder has recently been developed _pri- 
marily as an aid to firms who need a com- 
pact unit for use of their service men. 

The new device consists of a register 
with a hinged metal plate or “clip-board” 
attached to the right side of the register. 
The plate has a chrome-plated spring clip 
on the top for holding a group of separate 
memos. When not in use, the metal memo 
holder folds over the top of the register to 








What a difference when you switch to 


Oxford 
PENDAFLEX® 


JURY OF SECRETARIES 
CONFIRM FACT! 


“File fatigue 
diminished 
when 
PENDAFLEX 


was installed ea 





in our office.” - 


| a | 
* Folders hang 


Today's faster business on tea! 


pace Calls for easy mod- 
ern filing—the new style 
Pendaflex hanging 
folder way. Oxford in- 
terviewed many office 
workers, found old style 
folders a bottleneck, 
Pendaflex 20% faster, 
actually reducing 7 fil- 
ing motions to 3. Get 
the facts about work- 
conserving Pendaflex. 


Se reference 
rir ett at) ect bm to every folder! 


Oxford Filing Supply Co., Inc. 

83 Clinton Road 

Garden City, N.Y. 

Please send me information about 
Oxford Pendaflex folders and the name 
of nearby dealer. 

NAME 


ADDRESS 
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form a protective cover, allowing the entire 
unit to be readily slipped into the pocket. 

Thanks to the new device, a_ service 
man may now have at his finger tips a list 
of each of the daily calls to be made. Serv- 
ice calls, recorded on individual sheets, can 
be inserted under the metal clip according 
to geographic location, and as each call is 
completed, the sales slip can be written 
and the call slip either discarded or clipped 
under the bottom of the pack. 

The register holds up to 100 duplicate 
sets of forms and contains a generous file 
compartment. 

For more information, Circle number 
196 on the Reader Reply Card. 


New device for cutting and 
splicing magnetic tape 

A new machine has just been an- 
nounced, which, using a recently developed 
method, permits critical efficient splicing of 
magnetic tape without scraping, cementing, 
use of adhesive, or loss of tape material. 

The operating principle is based on a 
combination of electrically produced heat 
and precise pressure, applied within an ac- 
curately controlled time cycle—producing 
strong, perfect, diagonal splices. Instead of 
being held together by conventionally used 
adhesives, a plastic weld is obtained with- 
out adding to the thickness of the tape or 























IT’S GOOD 
BUSINESS 
TO GET 

THE BEST... 


Especially When it Costs No More! 


If you want the best precision-made forms, 
printed to perfection and delivered quickly, let 
Federal bid on your next order. We guarantee 
a good job at an interesting price .. . probably 
lower than your present cost... TRY us... 
COMPARE, Let our experience — 26 years 
of producing printed business forms — 


work for you. 


Before you place your next order for Business 
Forms, think of additional savings—of depend- 
able delivery—of good quality—THINK OF 
FEDERAL. Simply mail us a form specifying 
quantity and receive a prompt quotation. Of 
course there’s no obligation. 


ie CN ae Ae 
~SNAP’N PART 


Carbon-Interleaved Sets 


FEvERAL PRINTERS OF BUSINESS FORMS SINCE -1926 


BUSINESS Prowucrs, sve. 90 GOLD $T. . NEW YORK 38 * CO 7-8850 
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NATIONAL GYPSUM COMPANY 
IS ONE OF HUNDREDS OF 
WELL KNOWN COMPANIES 
Who Prepare Offset Paper Masters 


by XEROGRAPHY 


National Gypsum Company, Buffalo, N. Y., is continually alert to 
new and better methods for reproducing copies of office forms, 
laboratory tests, government reports, sales engineering drawings, 
production specifications, etc., to lower costs and save time. The 
dry, electrical, direct positive xerography process using XeroX copy- 
ing equipment was selected because it fulfilled these requirements. 

Save money! Offset metal plates cost National Gypsum Com- 
pany an average of $3.10 each; an offset paper master made by 
xerography costs 19c! A saving of $2.91 per job in material costs 
alone. During the first ten months of operation, $2,467 was saved. 

Save time! An offset paper master plate can be made by xerog- 
raphy by an office girl in less than 3 minutes. Get the facts about 
the amazing xerography process. 


1 Photo shows operator preparing paper 2 Paper master is placed on offset process 
. 


master with XeroX copying equipment. * duplicator and multiple copies run off. 





COMPARATIVE DUPLICATING COSTS 
AT NATIONAL GYPSUM CO. 





NUMBER OF COPIES FORMER METHOD  XEROGRAPHY = SAVING 
10 1.00 45 52 
25 2.50 55 1.95 
50 3.45 .68 2.77 
100 3.90 1.00 2.90 

















Write for case histories showing how all types of busi- 


ness are saving time and money with xerography 


THE HALOID COMPANY 


52-180 HALOID ST., ROCHESTER 3, N. Y. 
BRANCH OFFICES IN PRINCIPAL CITIES 
Rectigraph and Foto-Flo Photo-Copying Machines * Photocopy 
Papers and Chemicals * Photographic Papers * Negative 
Materials for the Graphic Arts * XeroX Products for xerography. 
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using any of the tape material for the weld. 
The properties of the magnetic recording 
tape are not affected and the splice is in 
audible even with the playback amplifier 
at maximum gain. 

For more information, including prices, 
Circle number 499 on the Reader Reply 
Card. 


-—-—— 


Double legal size duplicator 
handles sheets 1814” by 15” 

A new machine with a printing area ol 
17” by 1314” has recently been announced. 
I wo single legal or letter size sheets can be 
printed simultaneously, or a single sheet 


from note size to legal size can also be ac 





commodated. All sizes are ted = auto 


matically. 

Models are available in both hand o1 
electrically operated units. Hairline regis 
tration is possible and quick and easy 
change of colors with no change of drums 
is possible. The automatic paper feed will 
accommodate all kinds of paper from air 
mail to card stock, as well as folded sheets. 

For more information and free litera- 
ture, please circle number 494 on the 
Reader Reply Card. 


— 


New multiple-total figuring 
machine totals to 99 billion 
A new multiple-total machine capable 
of giving totals up to 99 billion and 
handling four sets of figures simultaneously, 
is being shown tor the first time. 
Production on two models is already 
underway. One is a 13 column keyboard 
model. This model can deliver the 99 
billion totals and has a new “internal 
memory” system making it possible to han- 
dle four sets of figures at the same time. 


The second is a 10 column machine. 

Each model will deliver instantaneous 
group as well as grand totals. In addition, 
each will add and subtract with equal 
ease and print true minus totals without 
extra operations. 

Besides the 13 and 10 keyboard models, 
a model in each style will be available 
with a wide carriage. 

Simplified “ease of operation” has been 
stressed in developing the new models. 
Every figure and total on the tape is 
clearly identified. Because the machines 
return four sets of figures at one time, 
the operator is spared repeated handling 
of sales slips or other similar forms. 

Totaling and entering is further simpli 
fied by a “Shuttle Lever.” At the start 
of a run of figures from. sales slips, the 
operator merely sets the lever and then 
enters the figures as they appear on the 
slips. From there on in the machine's 
“internal memory” takes over. Each figure 
is automatically sorted into its prope! 
group and is also properly identified on the 
tape. 

For more information Circle number 
509 on the Reader Reply Card. 





Win $25.00 


for each Thought 
Starter published 


METHODS will send you a 
check for $25.00, and by-line 
you and your company, for 
each Thought Starter you send 
us that we accept for publica- 


tion. 


Material should explain how 
a better business method in- 
creased productivity or saved 
money in your firm. There is 
no limit on the number of 
Thought Starters you can send 
us. We urge you to send us 
illustrations whenever possible. 


Keep them brief,—but use as 
many words as are necessary to 
properly explain your subject. 


Address material to: 
Thought Starters 


Management METHODS 
Magazine 
141 East 44th Street 
New York 17, New York 











methods 


design 


form 


Cost for producing 


shipping schedules 


cut 20% 


At Packard Motor Cat 
Company we made a simple change ol 
method and form design—and immedi 
ately improved production control. It 
consisted of extending the use of the 
adding machine to the Parts Shipping 
Schedule form. Basically, the form re- 
mained as it was and contained the 
same information as before re-design- 
ing. Yet, the change stepped up the 
production of Parts Shipping Sched- 
ules from 20°% to 25%! 
A schedule is made out for every one 
of some 5,000 automobile parts, 1,500 


by: J. P. MELDRUM 


Production Control Manager 
Packard Motor Car Co. 
Detroit, Michigan 


diesel engine parts, and nearly 1,000 
jet engine parts involved, reporting on 
how many of each part are to be manu- 
factured and shipped monthly. A 
cumulative monthly total shows the an- 
ticipated status of parts production 
throughout the program. 

At any time, however, changes in the 
schedule may be necessary. Buying con- 





Parts Shipping Schedule forms prepared directly on adding machine 
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... but juss SUPPOS 
it happened to you! 





Certainly, you don't expect a fire. No one expected this recent inferno in Brooklyn, New 
York. But at least one firm, Benjamin Silfen, Inc., located within a building completely 
gutted, was able to stay in business—able to send out bills the next day because its accounts 
receivable were in a modern Mosler Record Safe. 


Suppose a fire left your records in ashes. 
How fast would you be able to recover 
monies with which to replace buildings, 
equipment, raw materials, finished goods, 
work in process? How much delay would 
it mean in restoring production, sales 
and service? Or would you be one of the 
43 out of 100 firms who 
never reopen after losing 
vital records in a fire? 


Remember—there’s a clause in 
your insurance policy that 
says “Proof-of-loss must be 
rendered within 60 days.” How could 
you—without records? 





The handsome new Mosier “A” 
Label Safe designed by Raymond 
Loewy brings, at no extra cost, 
distinguished beauty to any office. 
New convenience and_ security 
features include the new “Counter 
Spy” Lock with numbers on top 
of dial to eliminate stooping 
and visible only to person working 
combination. CITY 


(Circle 484 for more 


NAME 


Consult classified telephone directory for name 
of the Mosler dealer in your city, or mail 
coupon now for free informative material. 


The Mosler Safe Company « Dep’t MM-9, Hamilton, Ohio 
Please send me (check one or both): 
Free Mosler Fire DANGERater, which will indicate 
my fire risk in 30 seconds. 


FIRM NAME 


ADDRESS — 


= 


TT pe Remember, too—da_ fireproof 


"“ building simply walls-in, in- 
‘ tensifies a fire that starts in 
= your office. And unless your 
SB safe bears the Underwriters’ 
Laboratories, Inc. label, it will probably 


act only as an incinerator above 350°F. 







It's dangerous to “‘cross your fingers.” 
Don't do it. 

Find out, today, how little it costs to pro- 
tect your records—and your business 
future—with a modern Mosler “‘A”’ Label 
Record Safe. It’s the world’s best pro- 
tection. Meets the independent Under- 
writers’ Laboratories, Inc. severest test 
for fire, impact and explosion. 


IF IT’S MOSLER ... IT'S SAFE 


tk Mosler Safe“”“v 


Since 1848 


W orld’s largest builders of safes and bank vaults . . . Mosler built 
the U. S. Gold Storage Vaults at Fort Knox and the famous 
bank vaults that withstood the Atomic Bomb at Hiroshima 


p 
fo 





Cl Illustrated catalog, describing the new series of 
Mosler Record Safes. 


_ POSITION_____ 
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Engineered WAYS TO BETTER BUSINESS 

















—unkink office work! 


| FASTER FILING AND FINDING 


G/W Safeguard Filing System is the last word 
in fast, accurate filing service. Standby in 
innumerable offices —for years. See it and 


youll understand why. 


2 FLASH FACTS! 


G/W Visible Record equipment recognizes no 
equal in the fast insertion and removal of 
visible records, and in easy both-sides posting. 


See it for convincing proof. 


3 VERTICAL CARD SYSTEMS 


The secret of smooth, fast vertical card records 
is a fool-proof index system in good equip- 
ment. Compare the G/W Safeguard card sys- 


tem with any you are now using. 


4 PROTECT BI G PAPERS 


Cello-Clip suspends BIG papers — tracings, 
drawings, maps, charts — vertically, smooth, 
fully protected. It’s the FAST, SAFE way to 


file BIG papers. 


These and 4000 other aids to good business 
are sold and serviced by your dependable 
G/W dealer; find him in your classified "phone 


book listed under “Office Equipment.” 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 






























Cincinnati 12, Ohio 
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ditions, breakdowns, and higher prior- 
ity jobs in the production line are but 
a few of the reasons for schedule 
changes all down the line. A copy of 
the Parts Shipping Schedule goes to 
every person engaged in the ordering ol 
material. “Thus, buying schedules may 
be established for factory department 
heads so that they can make their own 
schedules, and to the materials super- 
visors in every department concerned 
with the program of production. 

By shifting the areas on the Parts 
Shipping Schedule form which record 
the date, program, number, part num- 
ber, man number, and similar heading 
information so that they conform to 
adding machine spacing, the posting of 
manual entries was eliminated. This 
form is now printed on Rem-Master 
hectograph manifold units, and insert- 
ed in wide-carriage adding machines. 
The entire writing operation is done 
on the adding machine, which is equip- 
ped with automatic tabulation. Noth- 
ing is filled in by hand. 

The figures used in the part number, 
date, and other headings are withheld 
from the adding machine accumulators 
by use of the non-add key. Since the 
machines have a 10-key keyboard, mak- 
ing possible a rapid and accurate touch 
system, both the heading information 
and the monthly totals are entered 
quickly. Through the use of the newly 
designed form, and applying the 10-key 
wide carriage adding machine to the 
entire operation, the clerks who pre- 
pare these Parts Shipping Schedules 
are now able to handle about 500 
schedules per day where they formerly 
produced 400. 

It is especially significant that this 
change in procedure was accomplished 
at a minimum of cost and an absence 
of disrupting changes. ‘There was no 
necessity for retraining clerks. It sim- 
ply involved a wider application of the 
adding machine, and the shifting of fa- 
miliar data on the Parts Shipping 
Schedule. 





DO YOU KNOW OF A BETTER 
METHOD THAT HAS IN- 
CREASED PRODUCTIVITY OR 
SAVED MONEY FOR YOUR 
FIRM? 
It May Be Worth 
$25.00 


See Page 32 








TAKE THE CHORE OUT 
OF CHARTING 
use CHART-PAK 


eaNS. 





Graphic charts provide the clearest method of 
explaining business relationships. Are you using 
them to the fullest advantage? 


If you are concerned with the delay and expense 
of making charts, CHART-PAK is the answer. 


The modern CHART-PAK method makes charting 
easy, fast, and economical. It consists of complete 
prefabricated components—plastic board, symbols 
on printed tapes, and accessories. With CHART- 
PAK you or most anyone in your office can make 
charts comparable to those of a draftsman. Drafts- 
men can use CHART-PAK materials to save valu 
able time for more technical work. 


The new CHART-PAK graphic kit contains all 
equipment necessary for making bar and curve 
charts. This can be your introduction to more and 
better business charts. Price $34.50 plus postage. 


CHART-PAK also provides complete materials 
for making organization charts and office layouts. 


For more detailed information write to 


CHART-PAK, INC. 
104-M LINCOLN AVE., STAMFORD, CONN. 
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[no USE 
LOOKING, 


OSCAR 1. YOU 
CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 


















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate the time and expense of address- 


ing, also chances of making errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque; essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 


Send for Samples 
and Prices Today 
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ADVERTISING INDEX 


Addo Machine Co., Inc. . 
Agency: The F. W. Prelle Co. 


American Automatic Typewriter Co. 
Agency: Frank C, Nahser, Inc. 

Art Metal Construction Co. .. 
Agency: Morey, Humm & Johnstone, Inc. 
The Bates Manufacturing Co. 
Agency: H. B. Humphrey, Allen & Richards, In 
Burroughs Adding Machine Co. 
Agency: Campbell-Ewald Co., Inc. 
Chart-Pak Inc. 

Agency: Richard LaFond Advertising, Inc 
Ralph C. Coxhead Corp. ; 
Agency: United Advertising Agency 

A. B. Dick Co. 

Agency: Fuller & Smith & Ross, Inc. 
Dictaphone Corp. 

Agency: Young & Rubicam, Inc. 

Ditto, Inc. 

Agency: Tim Morrow Advertising 
DoMore Chair Co., Inc. 

Agency: Juhl Advertising Agency 

Facit, Inc. 

Agency: Anderson & Cairns, Inc. 

The Fastener Corp. 


Federal Business Products, Inc. 


Agency: Morton Freund Advertising Agency, Inc. 


General Fireproofing Co. 
Agency: Griswold-Eshleman Co. 


Globe-Wernicke Co. 


Agency: Kammann-Mahan, ‘Inc. 
Graphic Systems 


Gray Manufacturing Co. 
Agency: French & Preston, Inc. 


The Haloid Co. 
Agency: Hutchins Advertising Ce., 


Imperial Desk Co. 


Agency: Keller-Crescent Co. 
Kee Lox Manufacturing Co. 


LeFebure Corp. 
Agency: Chester ‘7 Ettinger 


Merrill Lynch, Pierce, Fenner & Beane 
Agency: Albert Frank Guenther Law, Inc. 


The McBee Company 
Agency: C. J, LaRoche & Co., “Inc. 


Minnesota Mining & Mfg. Co. 


Agency: Batten, Barton, Durstine & Osborn, Inc. 


Moore Business Forms, Inc. 
Agency: N. W. Ayer & Son, Inc. 


The Mosler Safe Co. 
Agency: Stockton, West, Burkhart, Inc. 


Odhner Sales, Inc. 
Agency: Richard & Gunther, Inc. 


Outlook Envelope Co. 
Agency: A. C. Barnett 


Oxford Filing Supply Co., Inc. 


Agency: Joseph Reiss Associates 
Recording & Statistical Corp. 


Remington Rand, Inc. 
Agency: Leeford Advertising Agency 


Rockwell-Barnes 
Agency: George H. Hartman 


Smead Manufacturing Co., 

Agency: Greene Engraving Co. 

Standard Register Co. 

Agency: Geyer, Newell & Ganger, Inc. 
Underwood Corp. 

Agency: Manschalk “ Pratt Co. 
Visirecord, Inc. 

Agency: Morton Freund Adv. Agency, Inc. 


Vocaline Co. of America, Inc. 
Agency: St. Georges & Keyes, Inc. 


Vue-Fax Corporation 
Agency: Richard & Gunther, Inc. 


Wassell Organization, Inc. 
Agency: Publication Services, Inc. 


Watson Mfg. Co.—Rol Dex Division 
Agency: Griffith & Rowland 
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Up to her neck—in poor system 





Now she’s free 





with Moore Register...1 writing 





4 ae 
instead of several forms, writings 








Every Business Operation 








She wasn’t the only victim — the whole 
plant suffered because of the clumsy 
system. Slipshod records were incom- 
plete or illegible. Tools loaned were 
often lost. Damage went unreported or 
overlooked. Controls broke down. No 
wonder she thought she was pilloried! 

Then a Moore man was consulted. 
He studied the system that was causing 
trouble. In its place he designed a 3-part 
continuous form for use in a Moore 


Niagara Falls, N.Y. 


@ 


Sales Books for 


i 


Denton, Tex. 


Continuous Interleaved 
Typewriter Forms 


Continuous 
Register Forms 


(Circle 470 for more information) 


Emeryville, Calif. 





Registers 


register. He combined in one writing 
a tool receipt, mechanic’s copy and an 
audit copy automatically refolded in a 
locked compartment. It saves tool loss, 
cuts damage 60%, speeds operations. 


Need help on a problem — any prob- 
lem — of this kind? Call in the Moore 
man. He offers you the widest range of 
forms anywhere. He knows how to de- 
sign the right business form for every 
form of business. 


BUSINESS FORMS, INC. 


Over 300 offices and factories across U.S. and Canada 


Li Aa 
taf 8 am 
ts 
\ 


- 


Fanfold Billing 
Machine Forms 





Speedisets for Fast Marginal Punched 
Carbon Extraction Business Machine Forms 
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operations—and with a turn of the job-selector knob the 
Sensimatic moves immediately into the next posting 
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( Operation. Any number of sense plates can be used—so 
Here is an amazing new model of a business tool that there's no limit to the number of accounting jobs the 
: meets squarely the need of business today to get more Sensimatic will do. 
things done in less time. On every count —speed, flexi- 
bility, ease of operation, range of application, dependa- Why the Sensimatic is faster... Engineered for fast, con- 
bility and price—the Burroughs Sensimatic 300 can tinuous operation, the Sensimatic Posts faster because it 
stand the most critical comparison. computes while in motion. The direct drive mechanism 
of the Sensimatic starts its automatic functions more 
i Because the Sensimatic 300 remembers as many as quickly and surely—eliminates waste motion. And the 


11 different figure totals at once, it’s equipped to handle 
the most complex accounting operation facing your 
business. Yet this machine is so amazingly versatile 
that it will handle even the simple applications prof- 
itably. It’s ready for any job at the turn of the job 
selector knob. And, with all its exclusive features, the 
{ Sensimatic is compact, easy to operate, and economical 
to buy. 


operator has less to do. 


Why the Sensimatic is easier to operate... Every oper- 
ator function has been simplified to require minimum 
effort. Forms are easily and quickly inserted and aligned 
—and the work is completely visible. After a brief period 
of instruction anyone can operate a Sensimatic. 





Why the Sensimatic costs less... Burroughs know-how 
has cut costs through ingenious simplification of moving 
parts, and compact design. Sensimatics are priced 
hundreds of dollars less than you might expect to pay for 
such widely useful machines. 


Call your Burroughs man today. Ask to see a demon- 
stration of the superb Burroughs Sensimatic 300. 
You'll find the Burroughs office nearest you listed in 
the yellow pages of your telephone book. Burroughs 
Adding Machine Company, Detroit 32, Michigan. 


other great Sensimatics to help 
America get things done! 
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Sensimatic 100 with 2 totals  Sensimatic 200 with 5 totals 
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(Circle 458 for more information) 





